
Our innovative and growing company is searching for experienced candidates for
the position of associate executive director. If you are looking for an exciting place
to work, please take a look at the list of qualifications below.

Responsibilities for associate executive director

Maintains a positive attitude and works to promote teamwork
Coordinate and provide support to the ALD and oversee the execution of a
broad range of administration activities
Manage email inbox for ALD and determines appropriate course of action
Proactively track the ALD’s daily activities to ensure she stays on track for the
day
Support Area-wide program development efforts including all aspects of
planning and executing workshops hosted both at Berkeley Lab and other
sites including but not limited to Washington DC, Sacramento, CA and other
national labs
Assist in coordinating and organizing programmatic steering committees and
external advisory board meetings, and national and international program
conferences and workshops
Responsible for various special projects requiring independent research and
analysis
Participate in data gathering for special projects including the preparation of
presentation materials
Responsible for ensuring legal requirements for archiving documents for the
Area office are understood and implemented per the appropriate applicable
policies and procedures
Independently manage complex, often sensitive and timely projects with
competing deadlines

Example of Associate Executive Director Job
Description
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Proven ability to manage and lead multiple campaigns and assigned staff,
develop, secure and steward large corporate partnerships with a track record
of meeting or exceeding targets
Ability and comfort with making direct asks for financial support
Expected to develop and sustain relationships through in person visits and
community outreach
Ability to conceptualize, develop and implement strategic plans
Graduation from an accredited four-year university in public, personnel,
business administration, or related field
BS in business or health-science related field with 5-7 years of experience in
the pharmaceutical or related healthcare industry or doctoral degree with
commensurate experience


