
Job Code: 2769 Title: Executive Associate to the President

Department: President Job Grade: 26

Job Family Administrative Support Job Sub-Family Administrative Assistance

FLSA Classification: E Version: 1.0

Hiring Range Min: $53,520 Hiring Range Mid: $72,252

    

Screening Committee? N MVR Check? N

Budget Authority? N Campus Security
Authority? N

Created By: Betty Powell Broadnax Created Date: 2017/01/30

JOB DESCRIPTION

BASIC POSITION INFORMATION

JOB SUMMARY

The Executive Associate provides administrative and operational support to the President. The Executive Associate performs a wide range of complex
administrative duties in challenging “on call” constant changing fast-paced environment. Serves as resource and key point of contact to the President’s
Cabinet, campus leaders, constituents, and community representatives. Provides coordination and liaison with senior executive officer on any matter of
interest to the President.

DUTIES

• Manages the President’s schedule and calendar including details documented for each appointment as well as providing the President with
background information, bios on attendees and supporting materials in preparation for meetings, speaking engagements, conferences, galas and
interviews and takes action to make adjustments to the President’s schedule when conflicting priorities occur and notifies all parties

 • Manages logistics for meetings and events including creating invitation lists, sending invitations, tracking rsvp’s, preparing materials, presentations,
reserving rooms, equipment, parking, directing room set-up, contracts with caterers/vendors and approves menu selections, alcohol permits, and
completes and submits other internal required paperwork

 • Maintains flow of information between the President's constituencies on a broad spectrum of the University’s and President’s priority initiatives and
special projects 

 • Reviews, proofreads, and formats all correspondence prepared for the President's signature as well as consistency with organizational policy and
meeting deadlines 

 • Processes correspondence, invitations, and phone calls received and prioritizes and determines its disposition and reviews invites with President
arranging attendance or declining invites and drafts appropriate responses for the President's signature based on knowledge of activities, interests,
priorities, and initiatives

 • Ensures details for travel are documented on President’s calendar and all supporting travel materials are completed including itinerary, tickets,
passports, weather reports, descriptions of airports, rental car pick up or taxi stand information, hotel destinations, room locations, and bios on
attendees at specific meetings

 • Arranges and coordinates visits/tours and prepares presentations for System Board of Regents, State Legislators, and other community, state and
national leaders 

 • Apprises the President of sensitive and confidential information timely 
 • Researches cultures and customs of visiting international dignitaries to the University and incorporates opportunities to recognize and respect guests

traditions while visiting with President and University leadership

MARGINAL DUTIES

• Maintains Presidents office and home office equipment and supplies
 • Manages files and retrieval system

 • Performs other duties as assigned

SUPERVISORY RESPONSIBILITIES



Direct Reports: Full Time Employees

Delegation of Work: Regularly assigns work to subordinate(s)

Supervision Given: Makes final decision on evaluating employee performance; hiring new employees; disciplinary actions; makes final
decision on scheduling employee work hours; makes final decision on coaching and counseling; training; provides
recommendations on handling employee grievances and complaints; and makes final decision on granting time off

QUALIFICATIONS

Required Education: Baccalaureate degree

Required Experience: Minimum of five (5) years of related job experience

License/Certification: None required

PREFERRED QUALIFICATIONS

None

KNOWLEDGE, SKILLS, AND ABILITIES

Knowledge: Proficient in all Microsoft Office Programs

Skills: Excellent customer service skills

Abilities: Ability to effectively communicate with a wide range of individuals and constituencies in a diverse community

WORK LOCATION AND PHYSICAL DEMANDS

Primary Work Location: Works in an office environment

Physical Demands: Work is normally performed in a typical interior work environment which does not subject the employee to any unpleasant
elements. Position is physically comfortable; individual has discretion about walking, standing, etc.

 
Occasional lifting, pushing, climbing, and pulling may be required

 
Work environment involves minimal exposure to physical risks

Position Specific Competencies

Title and Definition

 
Commitment to Excellence - UHD
* Demonstrates a commitment to competently perform his/her job duties and responsibilities within established time frames. *
Continuously strives to improve work performance. * Accepts responsibility for his/her commitments to the university. * Contributes to
the success of the university by consistently providing quality results in the performance of his/her job duties and responsibilities.

 
Computer/Automated System Proficiency
* Proficient in the use of university applications or automated systems to perform job duties. * Complies with related policies,
procedures, and work rules to maintain system security and data integrity.

 
Customer Relations Management
* Ensures customer’s needs and expectations are addressed within his/her department or section. (Customers can be students,
external constituents, employees, or university guests.) * Mentors and guides department/section staff by sharing knowledge and
best practices to appropriately respond to customer’s requests. * Monitors staff interactions with customers for professional conduct,
consistent application of university policies and procedures, and follow up of outstanding requests. * Assumes responsibility for
addressing complex or unusual requests.

 
Dependability
* Takes responsibility to accomplish job assignments within reasonable deadlines. * Willing to accept new projects and/or
commitments. * Does due diligence to complete projects within specified timeframes and/or fulfill commitments. * Arrives to work on
time prepared and ready to contribute.



 
Flexibility
* Willingly adjusts to changing work assignments or conditions. * Open to changes in operational procedures, technology, and/or
organizational structure. * Views changes as opportunities for learning and professional development. * Displays a positive attitude to
encourage others. * Promptly responds to changes in work priorities and/or unexpected circumstances or situations.

 
Integrity
* Demonstrates high ethical standards of conduct in the performance of his/her job duties and responsibilities. * Accepts
responsibility for his/her actions. * Respects and complies with department and university policies, procedures, and work rules.

 
Problem Solving
* Formulates plans and strategies to proactively resolve anticipated problems. * Prudently responds to unforeseen problems through
careful consideration and analysis of problem and relevant information and circumstances. * Recognizes and apprises appropriate
university administrator when resolution requires senior management input and/or approval.

 
Proficiency
* Possesses required job skills and knowledge. * Demonstrates the ability to apply those skills and knowledge to competently
perform his/her job duties and assignments.

 
Respect and Cooperation
* Treats others with courtesy, respect, and dignity in the workplace. * Promotes cooperation through open and honest
communications and consideration of others ideas, thoughts, and opinions.

 
Supervision
* Supervises the work of staff employees. * Sets clear goals and expectations within reasonable timeframes. * Motivates staff through
constructive feedback, challenging assignments, and recognition of achievements. * Provides mentorship and guidance by sharing
expertise and best practices. * Supports staff by providing essential resources, professional development opportunities, and open
communication. * Promptly addresses performance issues with appropriate measures and discretion.


