Example of Executive Admin Job Description
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Our company is growing rapidly and is hiring for an executive admin. Thank you in
advance for taking a look at the list of responsibilities and qualifications. We look

forward to reviewing your resume.

Responsibilities for executive admin

o Uses various PC software packages such as spreadsheets, word processing,
graphics, to produce high quality reports, presentations or other documents

» Requires comprehensive skill and knowledge of organization policies and
practices

e Submit work orders to property owners

e Maintain floor copier machine and supplies

e Manage floor key inventory

e Oversee and administer cubicle signage program for floor

» Provide administrative support for executive level staff in an environment that
requires maturity, professionalism and confidentiality

e Coordinate calendars, travel itineraries, telephone conferences, meetings,
and presenters that support meetings, conferences and workshops

e Assumes lead responsibility for various project-based assignments in support
of executive(s) and/or resource group(s)

e Creates and maintains filing/record keeping function in an orderly, systematic

way
Qualifications for executive admin

e Work is complete, accurate, and timely

 Displays ability to apply necessary judgment and logic when solving problems
and making decisions

e Responsible for effectiveness in varying environments and with different



e Demonstrates the ability to successfully cope with work demands and
pressures

e Experience in managing calendars in different time zones global travel

e Set up and managing of meeting invite, including RSVPs



