Executive Assistant

Leadership Oklahoma

Job Description
Full Time Position 
July 2010
General Description

The Executive Assistant is responsible for performing a variety of administrative duties in support of Leadership Oklahoma (LOK).   The work includes monitoring and processing contracts, taking minutes, filing, word processing, maintaining records and budget, receiving guests, answering telephones and e-mails, preparing checks and invoices, collecting funds on behalf of LOK, reconciling financial accounts, preparing materials for the LOK directory, producing the LOK E-News, assisting with LOK activities and special projects as assigned.
Supervision

Work is under the direction and supervision of the CEO of Leadership Oklahoma.

Job Duties

(The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.)

1.
Prepares financial transactions and keeps fiscal records for LOK.  

a. Prepares checks and the timely payment of invoices. 

b. Records and tracks monetary transactions.
c. Collects and acknowledges receipt of donations, memorial/tribute gifts, tuition, fees, dues and other accounts receivable.
d. Monitors cash position of the organization’s operating account. 
e. Reconciles monthly bank statements. 

f. Keeps the CEO fully informed on fiscal transactions and all important factors influencing them.
g. Prepares Revenue and Expense Forms for each class session.

h. Prepares and sends invoices for donors, event sponsors, dues.

i. Tracks quarterly Lifetime Membership and Tuition payments and sends invoices and tax receipts.

2.
Provide administrative support to LOK programs, staff and Board members.  
a. Composes correspondence, reports, invitations, program, business cards and other office documents and prepares needed materials for meetings and class sessions.  

b. Attends meetings and prepares minutes as required.

c. Greets guests to the LOK office, responds to general e-mails sent to LOK and answers the phone.

d. Prepares information and photos to be sent to the printer for the annual directory.
e. Proofs all documents and correspondence for directory.

f. Processes incoming and outgoing mail in a timely manner, including mass mailings.   
g. Updates and maintains LOK databases, including recruitment, donor, etc.  

h. Produces the monthly E-News.
i. Maintains office supplies and purchases new supplies as authorized by the CEO.    

j. Maintains a comprehensive filing system to ensure easy accessibility to documents and proper control and security of all files. 

k. Type and compile evaluation results from each class session.

l. Track RSVPs and payments for events, board dues and conflict of interest statements, optional activities sign-ups for each class session, dues payment after directory mailing in order to mail directories individually.
m. Process and record new applicant information, prepare applications and spreadsheets for selection committee notebooks.

3.
Coordinates technology upgrades and maintains electronic communication tools.
a. Researches and reports to CEO ways to improve efficiency and cost effectiveness of computers, Internet, e-mail and phone communications.
b. Updates and maintains Smartmail database.

c. Updates membership e-mail addresses and distribution lists.

d. Coordinates repair/service to office computers and equipment.

4.
Operates the LOK Store.
a. Orders and ships merchandise for members.
b. Maintains a file of invoices for merchandise and follows up when payments are due.
c. Keeps track of and organizes stock.
d. Order awards, board gifts, and promotional materials.

5. Performs other duties as requested by the CEO and other LOK staff.
a. Provides support for LOK Class, Youth Leadership Oklahoma, Membership Programs and Membership Services. 
b. Provides support and assistance with all LOK activities and operations.  
6.
Adhere to LOK policies and procedures.
7.
Advise the CEO of situations, or significant matters, which may require attention.
Minimum Qualifications

Associates Degree or 60 college hours in related area  
Work experience in an office setting as an executive assistant, administrative assistant or similar position
Experience preparing checks, making deposits, reconciling bank statements and preparing financial reports
Minimum Knowledge, Skills, and Abilities

Excellent computer skills including proficiency with Microsoft Office products
Excellent communication and human relations skills
Ability to carry or transport materials from office to car to activity sites
Ability to set up special events including physical arrangements 
Valid Oklahoma driver’s license, automobile insurance covering Oklahoma’s minimum requirements and use of personal vehicle for reimbursed business travel
Ability to work flexible hours including weekends and evenings and to occasionally travel
Ability and willingness to perform multiple tasks in an efficient and effective manner
Skills necessary to monitor and reconcile budgets
Trustworthy and reliable in depositing large amounts of money
Ability to work with a variety of people from across the state 
Skills necessary to compose letters, memoranda, E-News, reports and other correspondence
Ability to organize information into reports
Ability to maintain confidentiality in all aspects of the position

Willingness and ability to work independently as well as a member of a team

Preferences

Bachelor’s Degree in related area
Experience with layout for invitations, brochures, directory and other items
Experience with community leadership organizations
Experience using QuickBooks to prepare checks, make deposits, reconcile bank statements and report financial statements
Experience preparing electronic newsletters and working with internet-based databases

Three years work experience in a similar position 
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