
                       
BENNETT COLLEGE 

 
Job Posting 

 
Title:  Executive Assistant to the President 
Date of Posting:  03/21/19    

Closing Date:  Until Filled 
Job Code:  19-0321BPD          
Department:  Office of the President 
Reports To:  President 
 
GENERAL SUMMARY: 
 
Reporting directly to the President, the Executive Assistant to the President 
provides executive, administrative, and development support to the 
President; serves as the primary point of contact for internal and external 
constituencies on all matters pertaining to the President. Assists the President 
with daily administrative duties and completes a broad variety 
of administrative tasks that include managing an active calendar of 
appointments; composing and preparing correspondence; arranging complex 
and detailed travel plans, itineraries and agendas, and compiling documents 
for meetings.  This position requires working additional hours, which may 
include late nights and weekends.   
 
ESSENTIAL JOB FUNCTIONS: 
 
 Assist the President in carrying out and ensuring that the duties and 

responsibilities of the leading and directing of the college are managed 
 Provide administrative support for executive staff in the President’s office  
 Serve as a key liaison and administrative link for the President to the 

College  
 Organize and manage the day-to-day activities of the President’s office to 

assure efficient and effective office operations 
 Provide front desk operations to include but is not limited to, answering 

phones, accepting packages and other deliveries, greeting and signing in 
visitors/guests, ordering office supplies and catering  



 Perform complex duties requiring specialized and extensive knowledge of 
the operations of the President’s Office to relieve the President of 
administrative details 

 Enhance the President's and the College reputation by accepting 
ownership for accomplishing new and different requests; exploring 
opportunities to add value to job accomplishments 

 Coordinate communications; review and respond to requests 
 Deal discreetly with confidential information 
 Arrange travel accommodations and meetings by developing itineraries 

and agendas  
 Schedule and confirm appointments and meetings and maintain the 

President’s calendar; gather all details for request.   
 Inspect documents, forms, records, reports and other materials for 

accuracy and completeness 
 Prepare agenda items and backup materials for leadership team meetings 
 Take and transcribe minutes 
 Complete projects and special assignments by establishing objectives: 

determining priorities; managing time; gaining cooperation of others; 
monitoring progress; problem-solving; making adjustments to plans. 

 Assist with coordinating campus events 
 Coordinate and serve as primary contact for events at the President’s 

Residence 
 Other duties as assigned 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
 Ability to manage office logistics 
 Ability to prioritize  
 Ability to maintain client relationships 
 Decision making skills  
 Detail oriented  
 Effective multi-tasker, resourceful problem solver, self-starter 
 Excellent customer service 
 Ability to meet deadlines 
 Ability to manage budgets  
 Strong interpersonal skills 
 Ability to build relationships with stakeholders, including staff, board 

members, external partners and donors 



 Ability to conduct research and present data in a succinct and well-written 
manner. 

 Ability to work independently and with professional discretion 
 Excellent communication, writing, editing, grammatical, organizational, 

and research skills 
 Ability to work with a broad range of people including major donors, Board 

members, and others 
 Excellent management, time-management, and problem-solving skills 
 Proficiency in Windows, including MS Word, EXCEL and PowerPoint 
 Ability to learn new software such as Doodle polls and social media 
 Ability to update job knowledge by participating in educational 

opportunities; reading professional publications; maintaining personal 
networks; participating in professional organizations  

 Ability to work additional hours which may include late nights and 
weekends 

 Ability to display a strong commitment towards responsibilities 
 

EDUCATION AND EXPERIENCE: 
 
Required: 

 An Associates’ degree or equivalent in business administration, 
communications or completion of certifications that is specific to related 
experience/field 

 Five or more year’s prior administrative experience supporting senior level 
in Higher Education.   

 
Preferred: 

 Bachelor’s degree  
 
HOW TO APPLY: 
 
Interested candidates should submit a complete applicant packet, which 
includes the following documents: 

 cover letter 
 resume 
 application for employment (found at www.bennett.edu) 

o reference Job Code 19-0321BPD 

 unofficial transcripts from every college and university attended 
o official transcripts are required if an offer of employment is 

accepted 



 
 
 
 
 

ONLY COMPLETE APPLICANT PACKETS WILL BE ACCEPTED 
 
Applicant packets must be received ONLY by email at: 
hr@bennett.edu 
 
NO PHONE CALLS PLEASE! 
 
We are an Equal Opportunity Employer   
 
E-Verify, an online program which is administered through the Department of 
Homeland Security and the Social Security Administration, are used to verify 
employment eligibility.  


