
Our company is looking to fill the role of assistant. We appreciate you taking the
time to review the list of qualifications and to apply for the position. If you don’t
fill all of the qualifications, you may still be considered depending on your level of
experience.

Responsibilities for assistant

Act as local OHS responsible
Proactively manage all pertinent calendar(s) with alertness to agendas,
deadlines, and potential conflicts
Partner with production leadership to effectively manage changing schedule
priorities and communicate to all involved parties
Coordinate production schedule requests with executive team, ancillary
production and corporate departments as needed
Negotiate with other productions and departments for studio screening and
conference room bookings as needed
Create and support a friendly and professional atmosphere within team,
department, and production offices
Work with individuals outside of the company on a variety of activities which
may include scheduling talent for dialogue recording sessions and arranging
for necessary production staff and talent travel needs
Act as a liaison between Disruptor Management and a wide array of internal
and external contacts including senior management, outside industry
contacts, artists, artist managers, vendors, internal departments
Schedule meetings, arrange travel, answer phones, and provide overall
administrative support to the team
Oversee general office needs, including maintaining adequate office supplies

Qualifications for assistant

Example of Assistant Job Description
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Completion and submission of expenses through the Concur system,
ensuring timely settlement of
Corporate Credit Cards
Assisting with the creation of well thought-out meeting agendas and taking
minutes at Core Executive
Using Microsoft packages to prepare confidential documents including
letters, spreadsheets
Correspondence & expenses
Providing administrative support on various projects using tools including
PowerPoint and DropBox


