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Position Title:
Executive Secretary
GENERAL SUMMARY:

The Executive Secretary position will provide high-level administrative support to the executive staff, Board of Directors and its committees.    This position reports to the Chief Executive Officer.  

JOB FUNCTIONS:

· With the Chief Executive Officer, produces, assembles and distributes board packet and related meeting materials each month.  May also provide similar support for subsidiary boards/committees.
· Organizes meeting logistics as requested.  May work with committee chairs to distribute agendas, record minutes, and related tasks.  Determines and arranges meeting space, food/refreshments, tele-conferencing, location, equipment, and other meeting support.

· Prepares agendas, minutes, articles, reports, and other documents with minimal review for accuracy, completeness and professional appearance for record keeping, meetings, presentations and publication.
· Composes letters, emails, and memos in conduct of duties.

· Handles some matters personally on behalf of the CEO. 

· Acts as liaison between the CEO, subordinates, or others, by transmitting information, directives, instructions and assignments and following up on the status of assignments.

· Updates CEO on status of issues before scheduled meetings.

· Assists with the establishment, revision and maintenance of office procedures and policies.

· Recommends the office budget and oversees expenses of same.

· Responsible for the development and maintenance of administrative office systems in support of day-to-day operations for the corporation:  including maintenance of hard copy and electronic corporate files, assuring communications and facilitating interdependent work of executive, fund development, accounting, project development, grants development, and program administration functions.
· Performs general secretarial duties to support smooth office operations and uses office equipment, audio-visual equipment and communications devices.
· Makes travel arrangements for executive staff as requested.
· Provides administrative support to the CEO, COO, Controller, and Grants/Program Developer. 

· May maintain CEO’s calendar of appointments

· Keeps confidential information from being released, oversees and controls confidential matters and documents.

· Supervise staff as designated by the CEO.
· Coordinates Projects as assigned.
· Receives and screens calls and visitors, determines priority, takes messages and arranges meetings as appropriate, refers to appropriate staff or provides requested information, keeps CEO advised of matters.
· Other tasks as assigned.

REQUIREMENTS:

· Excellent English communication skills (verbal and written).

· Arithmetic skills required to use spreadsheets to handle financial and other data, creating, reviewing and formatting spreadsheets, including creating basic charts.

· Professional office and telephone protocol skills and inter-personal skills

· Some college and at least 5 years of relevant administrative or clerical work and 2 years of executive administrative work experience with increasing responsibility for office functions.  

· Proficiency with word processing, spreadsheet, communications software and applications (Microsoft Office Word, Excel, Outlook, PowerPoint, Internet Explorer/Firefox, Adobe PDF).  Typing speed at 65 wpm.

· Occasional evening meetings and other event support requires flexible schedule.  Experience in non-profit environment desired.
· Ability to operate designated equipment such as computer workstation, laptop computer, fax machine, multi-line telephone, calculator, photocopier, and audiovisual equipment.

· Ability to work with diverse Asian and Pacific Islander language and ethnic populations. 

· Valid California driver license, no DUI, proof of insurance and reliable transportation vehicle.
To apply, send letter of interest and resume to ACC Administration, 7311 Greenhaven Drive, Ste 187, Sacramento, CA 95831, or email to office2@accsv.org.  Please see www.accsv.org for further information. EEOE. All applications accepted until position is filled. 
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