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[bookmark: example-of-executive-specialist-job-description]Example of Executive Specialist Job Description
Our company is hiring for an executive specialist. If you are looking for an exciting place to work, please take a look at the list of qualifications below.
[bookmark: responsibilities-for-executive-specialist]Responsibilities for executive specialist
· Perform deep analysis on the effectiveness and competitiveness of existing executive compensation programs and modeling the potential impact of alternatives
· Benchmark executive compensation programs using executive salary surveys, long-term incentive surveys, and deep proxy research
· Evaluate executive job roles and recommend appropriate pay levels
· Collect data and determine metrics to create presentations/scorecards for quarterly updates, annual metric setting, and modeling used to influence senior level decision-makers
· Prepare executive offer packages for new hires and internal promotions
· Conduct market surveys for University on-hire and other custom surveys as needed
· Coordinate group customer meetings for product updates
· Provide administrative support to executive
· Work with the executive on departmental or divisional administrative matters, or on decisions affecting interdepartmental relationships
· Coordinate or assist in coordinating events, including arranging equipment and catering, sending invitations and managing RSVPs
[bookmark: qualifications-for-executive-specialist]Qualifications for executive specialist
· Cross-selling multimedia and public relations services
· Media relations experience including network building and direct media contract outreach
· CRM function platform experience
· High School Diploma required, college/secondary education a plus
· Advance level in Microsoft Office Suite
· Publisher, Brain Shark and/or Flipbooks a plus
