
 
 

 

JOB DESCRIPTION 

Position Title: Executive Assistant 

Division: Marketing and Communications      

Reports to: Chief Innovation Officer 

Location: Enactus World Headquarters, Springfield, MO USA 

Job Class: Full-time, Salaried Job Grade: 4 
 

OVERVIEW 

This position is responsible for providing all administrative and clerical support for the Marketing and 
Communications Department, as well as day-to-day operational tasks of managing the marketing department and 
implementing the strategic marketing plan. 

 

KEY RESPONSIBILITIES 

 Provide all aspects of support for the Chief Innovation Officer (CIO), including the calendar and Outlook 
inbox; scheduling and preparation of documents for internal and external meetings; create and maintain 
meeting notes and presentations; managing travel arrangements; processing and budget reconciliation; 
and other relevant duties 

 Responsible for overseeing and executing registration process for Enactus World Cup and other events 

 Responsible for creating clear, and effective correspondence on behalf of the CIO for internal and external 
communication; manage department project schedule and updates and communication to and between 
appropriate staff. 

 Manage expense and credit card reporting for the CIO; responsible to provide accurate reports and 
analytics as requested  

 Provide support for Marketing and Communications Department, including managing travel arrangements 
and the preparation of documents for external meetings  

 Perform assigned duties at Enactus events  

 Act as primary communication point for internal constituents 

 Manage organization’s awards and promotional merchandise programs 

 

EDUCATION, EXPERIENCE AND CERTIFICATIONS 

 3 – 5 years’ experience as executive assistant or similar support role 

 High school diploma or equivalent required - advanced education or degree is highly desirable 

 

KNOWLEDGE, SKILLS AND ABILITIES  

 Exemplify and share the Enactus Values of Passion, Innovation, Integrity and Collaboration 

 Excellent verbal and written communication skills 

 Exceptional customer service traits 

 Must have excellent time management skills and be adept at multi-tasking 

 Must be detail-oriented and work accurately under pressure 

 Must be advanced user in Microsoft programs (Word, Excel, PowerPoint, Outlook) 

 Must be team oriented and assist where needed 

 Willingness to experience minimal travel in and out of the USA 

 

Click Here  To Apply For This Job 

https://secure.yourpayrollhr.com/ta/100621.jobs?ApplyToJob=100693442

