
NC Rate Bureau
Executive Assistant 
NCRB Operations & Finance
Position Summary:
A summary of tasks and responsibilities of this position is to provide efficient and comprehensive support to two or more Chief Officers and their direct reports.  The majority of tasks and responsibilities are generally routine administrative tasks including a broad range of activities including: answering phones; redirecting phone calls if required; taking messages; maintaining records and files; and scheduling appointments and meetings.  Independent decision making ability is required. 

The associate works with many of the Organizations’ departments, as well as a broad range of “customers” including Board and Committee members, requiring a high degree of professionalism. With this diverse group of “customers” another important attribute of the associate is the ability to prioritize and determine the urgency of each and effectively and professionally execute any follow ups or responses required.

It is important that the associate be flexible, adaptive and able to multi task.

Some of the duties of the associate require working with confidential material.

General Job Responsibilities:
	Duties and Responsibilities Statements

	Perform administrative functions including, but not limited to:

· Maintain sufficient familiarity with Chief Officer’s and the Chief Officer’s direct reports, calendar, travel, deadlines and initiatives to proactively manage requests and responses to ad hoc inquiries.

· For the department, generate appropriate correspondence, memorandums and data reports, file notes and other action items as requested.

· Screen incoming calls or initiating outgoing calls, taking appropriate action as directed or necessary.

· Prepare department expense reports at the direction of the Chief Officer. 

· Assist with the management of relevant department expenses.

· Coordinate travel arrangements and accommodations at the direction of the Chief Officer.

· Organize and maintain department files and records.

· At the direction of the Chief Officer, plan and schedule meetings and appointments.

· Support administrative needs of the department including copying, scanning, adding or deleting items on the website and other similar functions as needed.

	Support priorities and activities of the Chief Officers, including:
· Take initiative to assist with current and on-going priorities, activities, and action items.

· Follow up on behalf of the Chief Officer, regarding various action items/deliverables.
· From time to time the associate will be asked to complete projects or special assignments related to the needs of the department.  With some direction from the Chief Officer or direct reports, this will require the associate to: establish objectives, determine priorities, manage time, gain the cooperation of others, monitor progress, problem solve and make adjustments to plans.

· At the direction of the Chief Officer, the associate will be asked to research, prioritize, prepare reports and follow up on current issues and concerns including confidential or time sensitive material.

	Support others in the Organizations

· Work closely with other Assistants as necessary and be able to provide coverage for other Assistants when needed.
· In cooperation with other staff, contribute to planning and coordinating annual meetings including on site participation.
· Have primary responsibility for organizing Milestone Anniversaries, Birthday Celebrations and other Association recognition functions.

	Support the Department’s Member Communications Activity

Assist Chief Officer in development, distribution, and maintenance of all member communications including, but not limited to:

· Circulars 
· Meeting notices, committee agendas and accompanying exhibits
· Routine correspondence to members such as meeting minutes, financial reports, audit letters, manuals and contracts.

	Support the Department’s Committee/Subcommittee Member Activity
Assist the Chief Officer in all aspects of committee and subcommittee membership including:

· Executing activity supporting agendas, programs, materials, venues and menus.
· Circulate to all committee/subcommittee members any materials to be discussed at the upcoming meeting, copies of agendas, minutes of meetings or pertinent material.
· Ensure that the timely notice of the meeting is given, member attendance is tracked and attendance records are maintained.

· Maintain accurate recordkeeping of committee/subcommittee activity into CMS (customer management system).  
· Manage the distribution of initial committee/subcommittee information packages to new members.


Qualifications

Education:


BA/BS in relevant field or an equivalent combination of education and experience

Related Experience/Skills:
· Five (5+) years of administrative experience supporting Senior Leadership positions, in addition to supporting multiple people at leadership and management levels.

· Able to handle confidential and sensitive information appropriately 

· Computer proficiency in software applications including but not limited to Outlook, Word, Excel, Powerpoint, Adobe, customer management systems, etc. 

· Self-starter with proven track record of taking initiative and following through.

· Strong interpersonal, oral and written communications skills to interact professionally and decisively with individuals from all levels, particularly senior leaders, inside and outside the organizations.

· Accuracy and attention to detail. Well organized and able to handle multiple and complex issues simultaneously with minimal supervision.

· Able to exercise judgment and act independently, especially during managers’ absences.

We are an equal opportunity employer.  

The Organizations do not discriminate against any associate or applicant because of age, religion, sex, race, color, sexual orientation, national origin, disability, veteran status, or any other protected status.
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