
 
 

 
 

 

JOB DESCRIPTION 

Position Title: Executive Assistant to the President, Enactus United States 

Division: Enactus United States      

Reports to: President, Enactus United States 

Location: Enactus World Headquarters, Springfield, MO USA 

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

OVERVIEW 

This position provides high-level administrative support to the President, Enactus United States.  This 
includes interacting regularly with employees and members of the US National Advisory Board and its 
Executive Committee, managing the President’s calendar, scheduling appointments, organizing complex 
travel, preparing meeting documents and reports, handling information requests, and performing clerical 
functions such as preparing correspondence, arranging conference calls, and scheduling meetings and 
other functions. 

 

KEY RESPONSIBILITIES 

 Interface with members of the US National Advisory Board Executive Committee on a regular basis 

 Be first point of contact for constituents communicating with the President, Enactus United States 

 Serve as an effective gate keeper while maintaining superior customer service 

 Plan, coordinate and schedule all appointments 

 Responsible for all travel arrangements – preparation of travel schedules, itineraries, and processing 
all necessary travel documents and visas, when necessary 

 Proactively anticipate the needs of the President and provide superior support 

 Prepare correspondence and proposals. Review written correspondence prepared for President’s 
signature for grammar, format, completeness and adherence to policy 

 Update and maintain donor/prospect information in database related to the President’s contacts and 
trips 

 Liaison among members of Enactus United States Leadership Team 

 Maintain filing system, including legal documents 

 Record minutes and records of various meetings for the President 

 Act as Recording Secretary for the US National Advisory Board Executive Committee Meetings 

 

EDUCATION, EXPERIENCE AND CERTIFICATIONS 

 Bachelor’s Degree required, or may have equivalent amount of relevant work experience 

 Prefer at least 3 - 5 years’ experience in a senior Executive Assistant role, with the majority of the 
time reporting directly to a senior Executive 

 

  



 
 

 
 

 

KNOWLEDGE, SKILLS AND ABILITIES  

 Highly proficient/expert in Microsoft Office suite applications, with the ability to learn new programs as 
needed.  Proficiency in Salesforce, project planning and social media a plus. 

 Must have impeccable communication skills, written and verbal. 

 Must understand the importance of confidentiality and maintain confidences. 

 Must work without supervision. 

 Must have the ability to multi-task and set priorities. 

 Ability to meet deadlines and work under pressure, while maintaining a calm demeanor. 

 Must be dependable and proactive. 

 Must have excellent time management and organizational skills. 

 Must have a servant leadership approach to customer service. 

 Must be team orientated and assist where needed. 

 Must be willing to travel minimally in the US, with some international travel required. 

 


