Title: 

Executive Administrative Assistant

Date: 

7-14-2008

Description: 

Executive Assistant

(AA1523HR) Chicago, IL

Provides administrative support to CIO, CTO and CFO & their departments. Handles details of a highly confidential and critical nature. Collects and prepares information for use in discussions/meetings of executive staff and outside individuals. Handles logistical arrangements and communications required for effective use of the executives time. Makes high level contacts of a sensitive nature inside and outside the company. Works on problems or projects of diverse scope where analysis and evaluation of data is required. Works with with senior level executives, customers, vendors, visitors, and other dignitaries.

Essential Skills:  

Confidentiality and discretion are key as they relate to internal and external business matters. Candidate needs to be highly organized, proactive, and possess strong time management skills.  Must have the ability to prioritize while multi-tasking.  Initiative to follow up with pending tasks & projects.  Thorough and precise attention to detail is essential.  Ability to maintain focus and work with poise under pressure. This position requires refined reading and writing skills, and oral proficiency in the English language. Must be able to type a minimum of 40 WPM with a high degree of accuracy. The EA communicates professionally and maintains a professional demeanor in an executive environment.
Desired Skills & Experience:
Administrative experience in IT work environment.

Technology specific Skills & Experience Required:

Proficiency with MS Office, specifically Outlook, Word, Excel & Powerpoint, Access.
Professional skills:

Prompt and dependable. 

Excellent written and verbal communication skills. 

Excellent interpersonal skills.

Ability to interact with all levels of management.

Organization and time management skills.

Trustworthy and high integrity. Someone who can be counted on to do the right thing.

Ability to successfully manage several simultaneous priorities and projects with deadlines and effectively manage workload prioritization.

Resourceful individual with a strong customer service orientation, someone who commits himself/herself fully to the job and who is dedicated to developing and delivering outstanding work.

Ability to collaborate with patience while driving against tight timelines.

Maintains current knowledge in present areas of responsibility (e.g. attends ongoing educational programs).

Demonstrates understanding of organizational strategy and objectives. 

Administrative Support Skills:
Consistently compiles, (re)produces and/or distributes documents/meeting minutes/reports/mailings in an accurate, efficient, effective and timely manner.

When typing written materials from rough draft, edits and clarifies vocabulary and sentence structure.

Schedules and maintains all appointments on electronic calendar so experience in calendar management for a multi-member team is required. Anticipating scheduling conflicts before problems arise and independently resolves issues.

Coordinates meeting arrangements (e.g. travel, expense reports, ordering food, audio visual, telecom). Ensures rooms and other preparations are ready before meeting. Anticipates needs and takes initiative to ensure meetings are smoothly coordinated from start to finish.

Accurately prepares meeting packets and other preparatory information so that it is 100% accurate and on time.

Consistently displays professionalism in dealings with customers, staff and others. 

Maintains files so that they are up to date and easily retrievable.

Schedules domestic and international travel arrangements for the executive, including but not limited to, airline, hotel, automobile and other ground transportation.

Communications Skills:
Takes accurate and legible messages.

Consistently takes initiative to gather more information in order to provide assistance to callers/visitors and route messages/calls to appropriate areas. Always able to retrieve/locate/research information requested. Consistently makes an extra effort to meet customer needs.

Uses discretion when dissemininating information. Ensures that confidential matters/information is not inappropriately shared.

Routinely checks voice mail, and email, and responds in a timely manner.

Proactively and clearly communicates up and down organizational channels, as appropriate. Communicates appropriate level of details, using a variety of media (e-mail, verbal and written).

Copies and faxes documents, as requested, in an efficient manner.

Opens, sorts and distributes mail/office documents, as appropriate, in such a manner as to ensure that important documents receive priority attention.

Experience: 

Minimum of 3-4 years Executive Assistant experience. 

Please respond by following the link to this position www.tvwgroup.com/jobs/aa1523HR
* * *Or you can send your resume directly to: HR@TVWGROUP.COM* * *

Company Information:

TVW Group is a leading hosting provider of business solutions for the 

worlds most demanding IT enthusiasts and some of the most IT-intensive corporations. The company offers the industrys most reliable hosted solutions designed for individuals and companies committed to non-stop operation and transition to Internet business reliance.

Headquartered in Chicago, Illinois, TVWGroup expects to have a staff of 16 within one (1) year.
