School of the Arts Foundation, Inc.
Job Descriptions: Executive Assistant                  
Position Objective:  To provide administrative support for the School of the Arts Foundation. 

Essential Functions 

1. Professional and courteous communication skills with the public, donors, board members, school personnel and students. 
2. Ability to manage multiple projects and priorities while meeting deadlines. 

3. Skilled with working on collaborative projects with wide variety of individuals.
4. Attention to detail, highly organized and able to prioritize effectively.
5. Physical skills including sitting, some bending, lifting up to 25 pounds and fine motor    

     dexterity. Able to stand and walk at events for long periods of time and carry equipment as needed. 

6. Expertise with donor management software, Microsoft Office Suite and Adobe Suite. 

7. Proficient with office administration skills and maintain a professional and organized office operation. 
8. Excellent written communication skills with ability to proofread office correspondence 
9. Available for extra and flexible hours as needed (some evenings and weekends).

Job Responsibilities: Include, but not limited to, the following duties and collaborative tasks:

1. Communicate in a professional manner with the board, school personnel, volunteers, vendors, donors, students and families.

2. Communicate relevant and timely information to Executive Director and other office staff. 

3. Proficient with donor software, database management, producing reports, lists, labels, etc. 
4. Manages Foundation website including updating information.
5. Assist with special events and fundraising campaigns
6. Oversight of student aid program including communication with students and payment for approved requests.
7. Prepares for board meeting by booking and setting up room, sending meeting notifications and attachments, taking and distributing minutes and board packet distribution. 
8. Oversees e-newsletter and supervising student interns.

9. Answer telephone, picks up and drops off mail daily.
10. Record/input daily income, generate reports for accounting, copy checks and process credit cards. 

11. Prepare and distribute donor acknowledgements accurately and in a timely manner.

12. Follow-up correspondence – thank you letters, memorials, honorariums, etc. 
13.  Anticipates and handles printing needs, stationary, mailings, office supplies and repairs. 

14. Assists the bookkeeper with credit card reconciliation, payables and other duties as needed. 
Job Classification/Salaried/Non-Exempt

Reporting relationship: Directly to Executive Director

I have reviewed and received a copy of my job description.

_________________________________________________ 

             _____________________
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