
 

 

 

Job Details 

 

Level: Undisclosed Salary Range: Undisclosed 

Job Location: Staenberg-Loup Jewish 
Community Center - 
Denver, CO 

Travel Percentage: Undisclosed 

Position Type: Undisclosed Job Shift: Undisclosed 

Education Level: Undisclosed Job Category: Undisclosed 

 

Description 

The Executive Assistant to Chief Strategy Officer is responsible provides administrative support for Chief 
Strategy Officer. The Executive Assistant will also work with the development team to ensure quality gift 
entry and acknowledgment, exceptional stewardship, and a high degree of excellence in all 
development program department events. 

Responsibilities 

 Proactively manage calendars for Chief Strategy Officer (CSO). Check and confirm daily 
meetings of the CSO and Development calendar and ensure that all preparation for those 
meetings is complete.  Reserve rooms, ensure room setup and order food as necessary. 

 Process invoices, expense reports, and related documents for CSO. 

 Provide general administrative support as needed for CSO. 

 Facilitate correspondence and communication to donors as directed by CSO. 

 Compose correspondence independently or with instruction. 

 Proofread and edit material to assure completeness and accuracy. 

 Sort, prioritize, and maintain files for the CSO. 

 Responsible for CSO telephone, including answering and screening calls, taking and relaying 
accurate messages, and returning calls in a timely fashion. 

DEVELOPMENT: EXECUTIVE ASSISTANT 



 Represent CSO as staff and visitors come into the building, ensuring that all visitors are taken to 
meetings or other staff members. 

 Manage Raiser’s Edge system at all levels – support prospect research and management; create 
reports necessary for development functionality; assist. 

 Provide support for The Annual Dinner by helping with the details about the planning of the 
event. 

 Provide administrative support for some development activities, especially the annual dinner. 

 Oversee and assist in the processing of all development contributions and event sales 

 Lead donor acknowledgment process. Maintain donor records for the organization.  

 Provide general administrative support, including work on mailings. 

 Other duties as assigned and requested. 

Qualifications 

Basic Qualifications 

 High School Diploma 

 Three (3) to five (5) years of experience as an executive assistant or coordinator. 
 Superior oral and written communication skills. 
 Highly developed ability to work in a detail-oriented, multi-task environment, meeting deadlines 

and setting priorities under pressure 

 
 
 Preferred Qualifications 

 Bachelor’s degree 

 Experience in the non-profit sector, dealing with volunteers, Board of Directors and committees 

 Experience with Raiser’s Edge 

Physical Demands and Working Environment: 
The position requires the candidate to remain in a sitting position for prolonged hours in an office 
environment. While performing duties, the candidate is occasionally required to stand, walk use hands 
to handle or feel objects, tools, or controls; reach with hands and arms, talk and hear. Candidate must 
occasionally lift and or/move up to fifteen (15) pounds. Working conditions may include being in an 
open (shared) cubicle or workspace. 
 

Click here to apply for this position. 

https://www.paycomonline.net/v4/ats/web.php/jobs/ViewJobDetails?job=20265&clientkey=131D8082E9A629B23D5EB4E4185F2BE7

