POSITION DESCRIPTION

Arrowhead Regional Development Commission (ARDC)

Job Title:	  	Executive Assistant
Classification:	Office Support II
Division:	   	Metropolitan Interstate Council (MIC)
Reports to:	   	Director of MIC
FLSA Status:		Non-exempt

Job Summary: 

Under general supervision, the Executive Assistant is responsible for high-level administrative support for the Metropolitan Interstate Council (MIC) Division. The MIC Executive Assistant is responsible for administrative support to MIC Director and division team members with meeting organization, customer service, file management, document development, research, and occasional project management, general accounting functions including invoices and accounts payable. The position also provides support for Division communications, including web site updating, social media management, press releases, other messaging and media considerations, purchasing of supplies, and other duties as assigned.

Key Functions and Responsibilities:

MIC office support responsibilities include the following:

· Preparing agenda and meeting notices, publishing notices, writing meeting summaries, preparing and distributing meeting summaries for the Policy Board and Advisory Committees.  
· Scheduling meetings and coordinating logistics, serving as the primary contact for division.  
· Setting up and cleaning up meetings including room(s), snacks, beverages, literature, etc.
· Maintaining contact database and facilitating mailing processes.
· Organizing and maintaining division files.
· Keeping track of contracts, resolutions, grant applications, letters of support, etc.
· Coordinating production of reports/documents/printed materials by assisting with formatting, copying, binding and distributing.
· Producing, editing, and distributing division materials such as Work Program, quarterly reports, surveys, brochures, website items, correspondence and forms.
· Processing invoices, purchase orders and supply orders to ensure effective management of the financial resources; following the agency’s Procurement Policy.
· Processing monthly/quarterly division billings.  
· Scanning, filing and logging accounting documents.
· Providing clerical and organizational support to committees and staff as needed, as well as, first line customer service by answering phone calls/emails and questions from the public and delivering messages.
· Planning and scheduling special events and conferences.
· Maintaining division library resources/central files.
· Coordinating agency and division functions, including team meetings and all staff events.  
· Producing various division reports for inclusion in agency documents.
· Other duties as assigned by MIC Director.                                                                                             

Position Requirements:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability and physical demands required, and environmental characteristics encountered.  Reasonable accommodation may be provided to enable individuals with disabilities to perform essential job functions. This position is contingent upon a successful background check.

Education/Experience: A minimum of a Bachelor’s degree with two years of job-related experience, or an Associate’s degree with four years of experience, or a High School diploma/GED and six years of job-related experience.  

Other: Valid driver’s license required.

Competencies:  
· Strong communication skills – ability to express ideas clearly and effectively in both written and oral form, including excellent grammar, punctuation, reading comprehension, spelling and vocabulary.
· Strong computer skills, including electronic mail (Outlook), record keeping, routine database activity, word processing, spreadsheets and graphics.
· Self-motivated to work independently in a collaborative work setting and maintain effective interpersonal relationships by being respectful, tactful, cooperative, professional, and displaying a positive attitude.
· Highly organized and detail-oriented with ability to establish priorities, identify and solve problems and handle multiple tasks simultaneously in spite of constant interruptions.
· Prioritize work, problem solve, plan and communicate.
· Flexible and adaptable when necessary to modify plans to meet a goal.
· Ability to keep informed of all projects and changing situations.
· Motivation to learn new methods in a team environment.
· Ability to prioritize tasks and handle multiple tasks simultaneously.
· Ability to maintain composure under pressure.
· Knowledge and understanding of bookkeeping/accounting procedures.
· Monitoring accounts accurately and for accuracy.
· Excellent data entry skills.
· Database management sufficient to design, maintain, enter and retrieve accurate data for reports.
· Basic accounting skills and practices, terminology and reporting requirements. 
· Ability to learn from mistakes and create systems to reduce repeat mistakes.
· Implement administrative support practices and procedures.
· Ability to understand and apply oral and written instructions.
· Handle confidential and sensitive information properly and with discretion.
· Perform assigned work independently, efficiently, and in a timely manner – meeting deadlines.
· Work and manage communication with employees working remotely.
· Communicate effectively both verbally and in written forms with staff and partner organizations.
· Think critically and strategically, work innovatively, independently and as a team.
· Add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions and decimals.

Language Skills: Ability to read, write, analyze and comprehend instructions and correspondence.  Ability to effectively present information in one-on-one and small group situations to customers, clients and other employees of the organization.

Mathematical Skills: Ability to work with mathematical concepts.  Skills sufficient to add, subtract, multiply, divide, count, total and make change and/or monitor accounts accurately. The ability to apply concepts such as fractions, percentages, ratios, and proportions to practical solutions.

Reasoning Ability: Ability to apply common sense understanding to carry out instructions furnished in written, oral or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.

Physical Demands: The employee is regularly required to talk or hear.  The employee is frequently required to stand, walk, sit, use hands to finger, handle or feel, and reach with hands and arms.  The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required include close vision, distance, and ability to adjust focus.

Work Environment: Work is performed in a professional office.  The noise level in the work environment is usually quiet.  There are no hazards or unsafe conditions in this environment.  This position could be a hybrid model, partial work in the Duluth office and partial work from home, based on demonstrated successful performance. 

Travel: Minimal travel necessary for off-site meetings, including evening meetings. A valid driver’s license is required. 

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