
Our company is searching for experienced candidates for the position of senior
advisor. Thank you in advance for taking a look at the list of responsibilities and
qualifications. We look forward to reviewing your resume.

Responsibilities for senior advisor

Review constantly our processes, materials and documentation and suggest
improvements for great efficiency
Support Lightspeed GMI staff and our 3rd party vendors with their questions
related to Member Services
Translate and proofread texts from English to your language which will be
used in communications towards the panel members, on the website, e-mail
messages
Work with the Quality team to detect panelist fraudulent behavior and ensure
a high quality level of our research data
Ensure compliance with all the organization’s policies and procedures
Provide direct support to the Executive Vice President on a variety of
projects, initiatives, and committees
Facilitate and foster relationships both directly and on behalf of the Executive
Vice President with a diverse set of campus stakeholders
Prepare presentations, reports, speeches, letters and other communications
for the Executive Vice President
Manage the day to day operations of the Executive Vice President’s Office
Manage the Executive Vice President’s schedule in order to maximize his time
and ability to address key issues related to the University’s mission

Qualifications for senior advisor

Superior presentation skills and comfort with presenting costing results to
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Superior analytical skills which include the ability to collect, manipulate and
synthesize large quantities of data
A strong client / partner focus
The ability to successfully collaborate with peers / business partners in high
pressure environments
Proficiency in MS Excel, MS Access & MS PowerPoint
Proven track record and senior experience in Internal Communications (min


