Barrett Distribution center 
Position Description
Position Title:
Executive Assistant



Date:
December 2014
Reports To:  
President & COO, et al



FLSA:
Exempt 

GENERAL SUMMARY
Relieves the COO and President of administrative type functions in order to increase the time the Executives have available for executive level responsibilities. Responsible for confidential and time-sensitive material.  Prepares routine and advanced correspondence including letters, emails, reports, and proposals.  Relies on experience and judgment to plan and accomplish goals and projects; creativity is encouraged.  Comfortable interacting with executive level stakeholders, both internal and external. 
ESSENTIAL JOB FUNCTIONS
· Manage special projects under limited direction 

· Examples: leading project to install $2,000,000 solar array at headquarters, plan and execute annual manager’s summit in Newport, manage project to consolidate and reduce company-wide supply spend 
· Write and complete accurate business correspondence to customers, vendors and team

· Negotiate with vendors  and suppliers

· Draft and edit contracts 
· Prepare sales presentations, compose letters and routine correspondence, research information 
· General clerical assistance to sales department and senior leadership team
· Schedule meeting and travel arrangements; prioritize mail
· Manage MS Outlook calendars, contacts and email accounts for COO and President
OTHER DUTIES AND RESPONSIBILITIES
· Other duties as assigned.

COMPETENCIES

· For Example…Initiative – exhibit constant and earnest effort to accomplish assigned duties and be willing and eager to take on additional duties.

· For Example…Communication - Able to respond and exchange ideas clearly and effectively through writing, speaking, and presentations; shares appropriate information to keep people informed; is seen as approachable.
· For Example…Teamwork - Values the opinions of others; assists others when needed; participates effectively as member of a team; balances personal contributions and needs with those of other members of the team to achieve common objectives.
· For Example…Problem Solving - Analyzes problems to identify probable cause; thinks of new possibilities; identifies critical issues and develops options for addressing them; able to incorporate other viewpoints as part of the process of developing solutions.
· For Example…Customer Orientation – develop strong relationships with customers.

PREPARATION, KNOWLEDGE, SKILLS & ABILITIES

· Four year college degree required, MBA preferred
· Highly proficient with Word,  Excel, PowerPoint and Outlook
· Effective oral and written communication skills regarding supervision, counseling and discipline targeted at all levels
· Extremely organized and goal-oriented 

· Good listening skills—good eye contact
· Proactive, able to anticipate the needs and requirements of the executives
· Demonstrated ability to manage multiple projects simultaneously
· Ability to follow tasks through to completion
· Ability to meet designated deadlines is a critical qualification
· Thirsty to learn

· Confident communicating on the phone with all levels of employees and stakeholders
· Ability to read, write and communicate in the English language

· Bilingual Spanish/English skills a plus
WORKING CONDITIONS/PHYSICAL DEMANDS

· Regularly sit, and use hands to finger, handle or feel or to talk or hear.  

· Frequently reach with hand and arms, and stand and walk.  
· Ability to navigate stairs.
· Stand for long lengths of time; walk the length and width of the warehouse; and stoop, kneel, crouch to process product.

· Ability to climb and/or balance. 

· Frequently lift or move fifty pounds, and occasionally lift and/or move more than one hundred pounds. 

· Specific vision abilities required by this job include close vision and ability to adjust and focus.

· The noise level in the work environment is usually moderate to loud.

· The temperature in the work environment can vary from extreme heat to extreme cold in the elements of rain and snow.

The above statements are intended to describe the general nature and level of work being performed by people assigned to do this job.  The above is not intended to be an exhaustive list of all responsibilities and duties required.

*External and internal applicants, as well as position incumbents who become disabled as defined under the Americans with Disabilities Act must be able to perform the essential job functions (as listed) either unaided or with the assistance of a reasonable accommodation to be determined by management on a case by case basis.
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