
                       
BENNETT COLLEGE 

 
Job Posting 

 
Title:  Executive Assistant to the President  
Date of Posting:  09/17/19    

Closing Date:  Until Filled 
Job Code:  19-0917BSW          
Department:  Office of the President  
Reports To:  President/CEO  
 
GENERAL SUMMARY: 
 
Bennett College is in a time of great transformation and transition under a 
new President and CEO. The role of Executive Assistant is one of the most 
important first hires to support the ambitious plans to stabilize and transform 
the College for the 21st Century. Reporting directly to the President and CEO 
of Bennett College, the Executive Assistant provides complex and confidential 
executive support in a one-on-one working relationship. The Executive 
Assistant relieves the President of operational and administrative details and 
performs administrative functions that require a thorough knowledge of 
College policies, procedures, and operations and an understanding of the 
College’s role within the community. The Executive Assistant serves as the 
primary point of contact for internal and external constituencies on all 
matters pertaining to the Office of the President. This includes serving as a 
liaison to the senior leadership; organizing and coordinating executive 
outreach and external relations efforts; and overseeing special projects. The 
Executive Assistant must be creative and enjoy working within a small, 
entrepreneurial environment that is mission-driven, results-driven and 
community-oriented. The ideal individual will have the ability to exercise good 
judgment in a variety of situations, with strong written and verbal 
communication, administrative, logistics, and organizational skills, and the 
ability to maintain a realistic balance among multiple priorities. The Executive 
Assistant will have the ability to work independently on projects, from 
conception to completion, and must be able to work under pressure to handle 
a wide variety of activities and confidential matters with discretion. 



 
ESSENTIAL JOB FUNCTIONS: 
 
 Completes a broad variety of administrative tasks for the President 

including: managing an extremely active calendar of appointments; 
completing expense reports; composing and preparing correspondence 
that is sometimes confidential; arranging complex and detailed travel 
plans, itineraries, and agendas; compiling documents for travel-related 
meetings; coordinating the flow of incoming communications and outgoing 
communications by receiving, routing, and/or responding to incoming 
communications and determining the appropriate office, department, or 
organization for outgoing communications 

 Plans, coordinates and ensures the President’s schedule is followed and 
respected. Provides "gatekeeper" and "gateway" role, creating win-win 
situations for direct access to the President’s time and office. 

 Researches, prioritizes, and follows up on incoming issues and concerns 
addressed to the President, including those of a sensitive or confidential 
nature. Handles matters expeditiously, proactively, and follows through 
after determining appropriate course of action, referral, or response 

 Works closely and effectively with the President to keep her well informed 
of upcoming commitments and responsibilities, following up appropriately. 
Acts as a "barometer," having a sense for the issues taking place in the 
environment and keeping the President updated 

 Serves as event coordinator for various functions of the President’s Office 
including: scheduling events with appropriate partners; 
advising/contacting participants or invited guests; preparing agendas and 
programs; arranging for audiovisual and associated support equipment; 
using independent judgment regarding event alternatives, modifications, 
or last-minute changes; and coordinating or providing support during the 
events; and where appropriate, facilitating efficient and cost-effective 
official travel for the President and other official visitors by making travel 
arrangements and preparing associated approval forms and expense 
reports for travelers 

 Serve as notary for the College 
 Contributes to a work environment that encourages knowledge of, respect 

for, and development of skills to engage with those of other cultures or 
backgrounds 

 Remains competent and current through self-directed professional 
reading, developing professional relationships with colleagues, attending 



professional development seminars, and attending training and/or courses 
as required by the President 

 Contributes to the overall success of the College by performing other 
essential duties and responsibilities as assigned 

 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
 Strong organizational skills that reflect ability to perform and prioritize 

multiple tasks seamlessly with excellent attention to detail 
 Proven ability to provide analytical support for projects and proposals 
 Ability to optimize a logistics network to affect a controlled flow of 

information from the President’s Office in an efficient manner 
 Very strong interpersonal skills and the ability to build relationships with 

stakeholders, including staff, board members, external partners and 
donors 

 Expert level written and verbal communication skills 
 Advanced computing and applications 
 Demonstrated proactive approaches to problem-solving with strong 

decision-making capability 
 Emotional maturity 
 Highly resourceful team-player, with the ability to also be extremely 

effective independently 
 Maintain the highest level of ethics, integrity, honesty and respect for 

confidential information at all times  
 Proven ability to handle confidential information with discretion, be 

adaptable to various competing demands, and demonstrate the highest 
level of customer/client service and response 

 Demonstrated ability to achieve high performance goals and meet 
deadlines in a fast-paced environment 

 Forward looking thinker, who actively seeks opportunities and proposes 
solutions 

 
EDUCATION AND EXPERIENCE: 
 

 Two years of college-level course work consistent with the 
responsibilities assigned  

 Five years of full-time progressively responsible administrative or office 
management experience, including service to an upper-level 



management position or experience to perform the essential job 
functions as listed 

 College-level coursework in public administration, business 
management and/or communications is highly desirable 

 Associate’s or Bachelor’s preferred 
 
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 19-0917BSW 

 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.  


