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Our company is looking for a CEO. To join our growing team, please review the list

of responsibilities and qualifications.

Responsibilities for CEO

Making travel arrangements via airlines, trains, personal car service, and hotel
rooms for CEO and his team

Monitoring, screening, and assisting in managing mail, telephone, and in-
person communications with proper knowledge and judgment

Preparing and reviewing expense reports

Utilizing proficient time management skills to plan, organize, and coordinate
the administrative aspects of the CEO’s workflow

Tracking and signing for packages for the CEO

Working with the Office Assistant and Receptionist to best manage time and
inventory resources

Ordering office supplies and maintaining a company-wide inventory tracking
list for budgeting purposes

Taking on any new project as assigned, including data entry, memo writing,
information gathering and interpreting

Coordinate CEO and company calendar and meetings including scheduling
with all parties

Assist with staff business travel

Qualifications for CEO

5+ years of Administrative experience supporting multiple leaders
Exec Meetings - packs, agendas and itinieries

Reports, Documents & Presentation

Collation & Analysis of Data






