
SPECIAL ASSISTANT TO THE CEO

ABOUT THE POSITION
This is an exciting, full-time opportunity for a highly organized and detailed-oriented
administrative professional looking to develop a career at the intersection of clean energy and
social justice.

The Special Assistant to the CEO is a self-motivated individual who is responsible for
providing high-priority support to Groundswell’s Chief Executive Officer. Reporting to the CEO,
the Special Assistant to the CEO will provide senior-level support in a well-organized and timely
manner which will include maintaining the CEO’s schedule, calendars, and documents. The
Special Assistant to the CEO will play a critical role by providing exceptional project
management support to the CEO to ensure that extensive projects are moved from
conceptualization to successful completion. The Special Assistant to the CEO will work closely
with the CEO on communications and correspondence and will serve as a liaison on key
initiatives with strategic partners both within and outside of the organization. The ideal candidate
for this role operates closely with and at the direction of the CEO with a range of responsibilities
and managerial tasks. This a great opportunity to establish working relationships with high-level
executives and contribute to the overall efficiency of the organization.

Groundswell is a values-driven social enterprise committed to a culture of belonging, and we
invite you to review our strategic plan and values as you apply.

KEY RESPONSIBILITIES
● Prepare and manage communications such as emails, invoices, memorandums, reports,

policy briefs, talking points, and other correspondence
● Prepare remarks for meetings and events, ensure that the CEO is on time and properly

briefed for all meetings and events
● Maintain awareness of local, state, and federal policy developments and issues related

to or affecting the clean energy sector in order to provide timely and informed advice and
analysis to the CEO

● Assist in organizing events and workshops, including but not limited to speaking
engagements and conferences

● Support the coordination of in-person and virtual events to highlight and advance the
CEO’s priorities, including collaboration with external leaders and strategic partners

● Write and edit documents from letters to reports and instructional documents
● Strategically manage and maintain calendars of appointments and meetings
● Create and maintain electronic and physical filing systems
● Coordinate travel itineraries and related arrangements
● Coordinate meetings and events from beginning to end including but not limited to

scheduling, meal orders, agendas, presentations, and meeting minutes

https://drive.google.com/file/d/1mwlWF9wrDZ149XSzh0QRXwzE9mAr-Cl2/view


● Exercise initiative and good judgment on a consistent basis without the need for
substantial supervision

● Collaborate with other departments and staff as needed
● Create and manage expense reports, process invoices, and maintain departmental

contracts
● Handle requests and other queries appropriately
● Tasked to take on special projects when needed
● Completes miscellaneous tasks and projects, as assigned

ADDITIONAL RESPONSIBILITIES
As a member of the Groundswell team, the Special Assistant to the CEO is expected to
participate in the overall execution of Groundswell programs:

● Support the pursuit of opportunities aligned with the Groundswell mission.
● Seek opportunities to drive continuous improvement in Groundswell programs,

processes, and procedures.

In this work, the Special Assistant to the CEO will reflect Groundswell’s Core Values (see
strategic plan deck). Key values that will be uplifted through this role include:

● Integrity: We uphold the values of Groundswell in every action and decision. We hold
ourselves accountable for gathering facts, sweating the details, performing analysis, and
validating decisions.

● Respect: We respect and treat each other with dignity. We value each other’s
contribution to the team. We treat our communities with respect.

● Excellence: We believe in what we are doing, thus we value hard work and persistence
to offer our best. We create measurable benefits for the communities where we work.
We approach challenges with a determination to succeed.

OTHER DUTIES
This position description is not designed to cover or contain a comprehensive listing of activities,
duties, or responsibilities that are required. Duties, responsibilities, and activities may change at
any time with or without notice.

COMPETENCIES OR SPECIALIZED KNOWLEDGE
● Excellent verbal and written communication skills
● Superb attention to detail
● Strong critical thinking, problem-solving, and decision-making skills
● Excellent ability to work appropriately with confidential and/or sensitive information
● Ability to plan and organize events
● Strong project management skills
● Ability to work independently, yet highly collaborative
● Strong organizational and time management skills
● Self-directed follow-through, able to manage multiple tasks and see items through to

completion once assigned



● Ability to engage respectfully and professionally with people of different backgrounds

SUPERVISORY RESPONSIBILITY
This is an Associate level position with no supervisory responsibilities.

WORK ENVIRONMENT
In alignment with establishing Groundswell’s re-entry plan, individuals will be required to work in
a hybrid setting (working both in-office and remotely). The frequency of performing work duties
in-office may vary.

POSITION TYPE AND EXPECTED HOURS
This is a full-time, 40-hours-per-week position. Days and hours of work are Monday through
Friday, 9:00 a.m. to 5:30 p.m. Groundswell’s core office hours are Monday through Friday, 9:30
a.m. to 4:30 p.m.  Occasional evening and weekend work may be required as job duties
demand. Candidates for this position must be based in the Washington, DC area or Lynchburg,
VA.

TRAVEL
Occasional U.S. travel may be required for this position.

DESIRED EDUCATION AND EXPERIENCE
● Bachelor’s degree in Political Science, English, Communications, or any related field.
● At least 2 years of experience providing administrative support on an Executive level

and/or working in a campaign.

SUPERVISION
The Special Assistant to the CEO will report to the Chief Executive Officer.

COMPENSATION
Compensation for this position is in Groundswell’s established pay band for the Associate title,
with a full-time employee benefits package.

BENEFITS
● Groundswell pays 100% of the monthly premium for health, dental, vision, and

long-term disability for full-time employees in accordance with Groundswell’s policy.
Groundswell also covers 50% of spouses and dependents covered under the
Groundswell healthcare, vision, and dental plan.

● Matching 401 (k) plan contribution by Groundswell up to 4% for employees who choose
to contribute to Groundswell’s 401 (k) plan, with immediate vesting.

● $45 per month to reimburse cellular phone use for business purposes.
● $75 per month to reimburse home internet access for business purposes.
● Fifteen (15) paid vacation days per year; eight (8) sick days; and two (2) personal days.

Vacation and sick leave accrue at the start of your employment, restart each year on



January 1, and increase with tenure. Personal days begin after six months of
employment.

● Groundswell also takes nine (9) paid federal holidays and a holiday break from
December 24th to January 1st (inclusive).

● Pre-tax benefits such as Smart Benefits, Flexible spending accounts, and Dependent
care are also available.

For more information about the organization’s benefits and other personnel policies,
Groundswell will provide a new hire orientation within the first week of employment.

HOW TO APPLY

Candidates must submit a resume and cover letter to hiring@groundswell.org detailing their
qualifications and interest to be considered for this position. In compliance with federal law, all
persons hired will be required to verify identity and eligibility to work in the United States and to
complete the required employment eligibility verification form upon hire.

Groundswell is an equal opportunity employer that is deeply committed to the principles of
equity, diversity, and inclusiveness and seeks to create a pluralistic community for all.

END


