
JOB POSTING

JOB TITLE: Executive Assistant to the Chief Executive Officer

REPORTS TO: CEO

POSITION TYPE: Full-time Position

SCHEDULE: 12-month per year position at 40 hours per week

LOCATION: Providence, Rhode Island

TERMS OF EMPLOYMENT: Per Employment Agreement

SALARY: Commensurate with education, certification/licensure and experience

The Executive Assistant to the Chief Executive Officer provides executive support in a
one-on-one working relationship. The Executive Assistant serves as the primary point of
contact for internal and external constituencies on all matters pertaining to the Office of the
Chief Executive Officer. The Executive Assistant also serves as a liaison to the Board of
Directors and Leadership Teams; organizes and coordinates executive outreach and external
relations efforts; and oversees special projects.

The candidate must be reliable, punctual, organized, flexible, and have demonstrated ability to
juggle multiple priorities in a very busy school office. Furthermore, the person must
demonstrate excellent interpersonal skills, pleasant phone manner, typing ability and familiarity
with Microsoft Office. The Bilingual Executive Assistant to the Chief Executive Officer must be a
team player and work well with others.

DUTIES AND RESPONSIBILITIES:

Executive Support:
● Completes a broad variety of administrative tasks for the Chief Executive

Officer including, but not limited to: managing an extremely active
calendar of appointments, composing and preparing correspondence that
is sometimes confidential, arranging complex and detailed travel plans,
itineraries, and agendas, completing expense reports, and compiling
documents for travel-related meetings.



● Plans, coordinates and ensures the CEO’s schedule is followed and
respected. Provides a “gatekeeper” and “gateway” role, creating win-win
situations for direct access to the CEO’s time and office.

● Manages, reviews and responds to emails on behalf of the CEO.
● Communicates with the employees on the CEO’s behalf and coordinates

logistics with high-level meetings both internally and externally, providing a
bridge for smooth communication between the CEO’s office and internal
departments; demonstrating leadership to maintain credibility, trust and
support with employees.

● Researches, prioritizes and follows up on incoming issues and concerns
addressed to the CEO, including those of a sensitive or confidential
nature.  Determines appropriate course of action, referral, or response.

● Works closely and effectively with the CEO to keep them well-informed of
upcoming commitments and responsibilities, following up appropriately.
Possesses a sense for the issues taking place in the environment and
keeping the CEO updated.

● Successfully completes critical aspects of deliverables with a hands-on
approach, including drafting acknowledgment letters, personal
correspondence, and other tasks that facilitate the CEO’s ability to
effectively lead.

● Prioritizes conflicting needs; handles matters expeditiously, proactively,
and follows through on projects to successful completion, often with
deadline pressures.

Board Support and Liaison:
● Serves as the CEO’s administrative liaison to the Board of Directors.
● Maintains discretion and confidentiality in relationships with all Board

members.
● Adheres to compliance with applicable rules and regulations set in bylaws

regarding Board and Board Committee matters, including advance
distribution of materials before meeting in electronic/paper format.

● Provides support to the CEO for all meetings of the Board of Directors by
scheduling meetings, contacting Board members to confirm attendance,
assembling Board packets for Board meetings, taking minutes at Board
meetings.

Leadership Team Liaison:
● Participates as an adjunct member of the Leadership Team including

assisting in scheduling meetings, attending all meetings as requested, and
taking minutes at said  meetings.

● Assists in coordinating the agenda of Leadership Team meetings, off-sites
and all staff meetings.

Communications, Partnerships, and Outreach:
● Ensures that the CEO’s bio is kept updated and responds to requests for

materials regarding the CEO and the school in general.



● Edits and completes first drafts for written communications to external
stakeholders.

Strategic Initiatives:
● Coordinates the CEO’s outreach activities.
● Follows up on contacts made by the CEO and supports the cultivation of

ongoing relationships.
● Edits all, and creates acknowledgement letters from the CEO to donors.

QUALIFICATIONS:
● Current B.C.I.
● Proof of U.S. Citizenship, residency or work visa required.
● Bachelor’s degree in Business Management or related field required.
● A minimum of five (5) years of executive support experience, including

supporting C-level executives, preferably in a non-profit organization.
● Strong ability to execute work with a diversity, equity, and inclusion lens.
● Non-profit Board experience is highly preferred.

Other Qualifications:
● Excellent writing, editing, grammatical, organizational and research skills.
● Excellent verbal communication skills. Bilingual (English and Spanish)

preferred.
● Makes appropriate, informed decisions regarding priorities and available

time and resources.  Excellent judgment is essential.
● Ability to react to appropriate levels of urgency to situations and events

that require quick responses or turnaround. Ability to switch priorities at a
moment’s notice.

● Self-starter who is detail oriented, yet possesses the ability to work
independently on projects from conception to completion, and must be
able to work under pressure at times to handle a wide variety of activities
and confidential matters with professional discretion.

● Ability to complete a high volume of tasks and projects with little or no
guidance.

● Meticulous attention to collecting research and data and presenting it in a
succinct and well-written manner.

● Expert proficiency in Microsoft Office, Google platform and desktop
publishing software. Ability to design and edit graphic presentations and
materials. Ability to learn new software such as Doodle Polls, Calendy,
Survey Monkey.

● Ability to maintain a high level of integrity and discretion in handling
confidential information.

● Possess a high degree of professionalism in dealing with diverse groups
of people including Board members, Leadership Team members, staff
community leaders, and donors.

● Takes responsibility for behavior, mistakes and results, and learns from
successes and failures.



● Consistently demonstrates respect and appreciation for others by
empathizing, valuing their time and contributions, and being available and
responsive to their needs.

● Seeks constructive feedback and other opportunities for self-development.

The Nurses Middle College (NursesMC) Network of Schools, whose headquarters is located in
Providence, Rhode Island was founded in 2018. The mission of the Nurses Middle College is to
dramatically improve health outcomes for communities by launching and supporting outstanding
nursing high schools that will create a pipeline of diverse and well-prepared future nurses. The
strategic vision is to grow a network of charter high schools across the Northeast that provides
student-centric, supportive learning environments where a diverse set of students can develop
the skills, knowledge, and passion necessary to excel in the nursing and allied health
professions. The desired impact is to establish a network of high schools that model career and
college preparation in nursing as a means to transform K-16 educational and training programs
in the health fields and, by extension, the overall make-up of health professionals and practices
such that they better serve our diverse communities.

The Nurses Middle College understands the importance of a comprehensive benefit package
that takes employees’ needs into account. We recognize that providing well-rounded plans is
essential to ensuring employee job satisfaction, supporting a positive work-life balance and
supporting an employee’s family, health and financial well-being. The Nurses Middle College
offers a versatile benefit package to all eligible employees that includes Medical, Dental, Vision,
Life and Long-Term Disability insurance plans; an integrated Health Reimbursement Account
(HRA) plan; Flexible Spending Account (FSA) option; Teacher Pension Program; Retirement
403(b) Plan; Employee Assistance Program (EAP); FICA, Medicare and State Temporary
Disability Insurance (TDI) programs; paid Holidays; Paid Time Off (PTO); Professional
Development opportunities and Loan Forgiveness programs. The Nurses Middle College is
loyal and committed to employees and the provision of a robust benefit package is just one way
in which we prove that commitment.

As an equal opportunity employer, diversity, equity and inclusion are at the core of who we are.
We strive to create a workplace that reflects the mission and vision of the Nurses Middle
College. Join the Nurses Middle College team!

As an Opportunity Employer, the Nurses Middle College is committed to maintaining a work and learning environment
free from discrimination on the basis of race, color, religion, national origin, pregnancy, gender identity, sexual
orientation, marital/civil union status, ancestry, place of birth, age, citizenship status, veteran status, political affiliation,
genetic information or disability, as defined and required by state and federal laws. Additionally, we prohibit retaliation
against individuals who oppose such discrimination and harassment or who participate in an equal opportunity
investigation.

How to apply: Submit Cover Letter, Resume, and a list of names, phone numbers and email
addresses of three (3) references to Susan Connaughton, BS, SHRM-CP, Director of Human
Resources, Talent, and Recruitment at sconnaughton@nursesmc.org

mailto:sconnaughton@nursesmc.org

