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Job Description


Job Title:  Senior Executive Assistant	
Department:  President's Office
Division:  President's Office	
Location:  Main Campus
Reports To:  President and serves as Clerk of the Board of Trustees 
Pay Grade:  P07	
FLSA Status:  	Exempt

SUMMARY
The Senior Executive Assistant to the President provides executive level administrative and program support for the President and the Board of Trustees. This position manages the daily operations of the President’s Office, coordinates complex executive scheduling and communications, and supports institutional and governance-related processes. The Senior Executive Assistant exhibits professionalism and fosters cooperative relationships as the primary point of operational and administrative contact for internal and external constituencies, often involving complex and confidential issues.

Essential Duties and Responsibilities
This list includes, but is not limited to the following:

The duties of this position are distinguished from other administrative support positions due to work that is highly complex and confidential, requiring independent judgment, discretion, and strong knowledge of governance and executive operations. The role provides executive-level support to the President and Board of Trustees, informing executive decision-making and strategic initiatives with broad organizational impact. 

· Provides comprehensive administrative support to the President, including managing high-volume communications, prioritizing and responding to inquiries, overseeing expense reconciliation, and administrative operations of the President’s Office.
· Manages complex calendars for the President and the Board of Trustees, including routine, standing, and one-time meetings; campus, community, state, and regional engagements; travel; and time-sensitive priorities.
· Executes a broad range of responsibilities requiring sound judgment, discretion, and in-depth knowledge of executive operations, institutional policies, and organizational priorities.
· Maintains strict confidentiality and exercises discretion in the dissemination of information, executive communications, draft documents, and privileged or sensitive materials.
· Serves as a primary liaison between the President and internal stakeholders, including senior leadership, faculty, and staff, as well as external partners and the public, ensuring effective communication.
· Represents the President’s Office and the College with professionalism, discretion, neutrality, and diplomacy in both campus and community settings; cultivates and maintains strong relationships with agency leaders, staff, board members, and state legislators. 
· Demonstrates tact and de-escalation skills when responding to sensitive concerns, complaints, or emotionally-charged situations.
· Applies a strong understanding of organizational priorities and challenges to support executive decision-making, resolve issues, and contribute to the planning, development, and execution of strategic initiatives and projects.
· Drafts, edits, reviews, and finalizes executive communications—including correspondence, reports, and presentations—exercising independent judgment regarding formatting and grammar, while ensuring alignment with institutional policies and the President’s directives. 
· Responds to communications on behalf of the President’s Office, using sound judgment regarding urgency, confidentiality, tone, and appropriate follow-up; resolves routine and non-routine issues with appropriate.
· Conducts research and compiles data to produce detailed reports, briefings, and summaries to inform executive decision-making.
· Maintains the President’s Office budget, including monitoring expenditures, preparing reports, and providing strategic input on budget planning and resource allocation.
· As the Board Clerk, provides administrative and operational support to the Board of Trustees, including coordinating and executing Board and committee meetings (calendars, agendas, notices, materials, logistics, public access, attendance, and follow-up actions).
· Collaborates with the President, Board Chair, and institutional stakeholders to prepare, maintain, and archive Board materials and records, and to support effective governance through timely, accurate documentation and communication.
· Ensures compliance with applicable laws, policies, and standards (including Idaho open meeting and public records requirements), while supporting trustee resources, onboarding, and professional development.
· Coordinates travel arrangements, registrations, itineraries, and related administrative support for the President, official visitors, and the Board of Trustees. 
· Prepares and maintains official records for the President and Board of Trustees, including agendas, resolutions, notices, and meeting minutes, ensuring accuracy and compliance with governance standards. Provides appropriate information, including briefing materials and background summaries, to the President prior to each meeting.
· Coordinates with Marketing and Communications department to ensure web and portal pages for the President’s Office and Board of Trustees are accurate, current, and accessible.
· Establishes and maintains administrative file system, including official records relating to all communications of the office. Devises and implements processes to ensure efficiency and effectiveness.
· Coordinates with college leadership, College Senate, and constituent groups to track and update policy and procedure according to institutional standards. 
· Plans and executes events for the President’s Office, including logistics, invitations, materials, hospitality, and coordination with appropriate campus departments and community partners.
· Assists in the coordination, supervision and completion of special projects for the President’s Office and the Board of Trustees.
· Travels locally, regionally, and occasionally nationally for events and to support college initiatives.
· Provides administrative support for institutional committees as needed.
· Maintains a positive, helpful, constructive attitude and work relationship with President, college staff, students, and the community.
· Independently enhances professional growth and development through participation in educational programs, current literature, in-service meetings, and workshops.

REQUIRED MINIMUM QUALIFICATIONS 
The requirements listed below are representative of the minimum qualifications necessary for an individual to satisfactorily perform each essential duty and be successful in the position. Reasonable accommodations may be made to enable individuals with disabilities to perform the duties. 

Education and Experience		
Bachelor’s degree and four years of full-time equivalent, progressively responsible administrative support experience, including experience supporting an executive, senior leader, or governing board. Equivalent years of experience may substitute for educational requirement. Administrative experience in higher education or public service preferred.

Certificates, Licenses, Registrations 
Valid driver's license required. 

Knowledge, Skills and Abilities 
· Excellent customer service and interpersonal skills, including ability to communicate effectively with a variety of internal and external stakeholders 
· Ability to handle complaints and resolve problems effectively and courteously 
· Demonstrated ability to use tact and deescalate situations with disgruntled individuals
· Ability to use discretion and maintain confidentiality with sensitive materials
· Ability to manage a complex executive calendar, organize work, prioritize tasks independently, and manage multiple deadlines
· Ability to interpret and apply institutional policies and procedures, office processes, and state and/or federal statutes
· Excellent communication skills, both verbal and written, including ability to proofread and edit documents and correspondence
· Ability to monitor budgets, reconcile transactions, process purchasing and reimbursement documents, and prepare and interpret basic financial reports
· Proficient in the use of personal computers and peripheral devices including printers and scanners 
· Advanced skills in using Microsoft Office and Windows applications, including mastery of advanced functions in word processing, spreadsheets, presentations, graphics, desktop publishing, electronic file management and Internet search and custom report creation using a variety of databases at an advanced level
· Ability to operate standard office equipment including phone and copier

Physical Demands and Work Environment
The physical demands and work environment described here are representative of those that must be met or are encountered by an employee in the normal course of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit and use fingers and hands to keyboard or type and handle materials. The employee is occasionally required to reach with hands and arms.  The employee must occasionally lift and/or move up to 10 pounds.  If lifting more, employee will request assistance or use devices and/or equipment used in assisting in lifting.

Ability to travel locally, regionally, and occasionally nationally. Ability to get in and out of vehicle as needed while traveling and gain access to various locations by climbing stairs as well as negotiating driveways and sidewalks. Ability to perform these duties year-round in weather that is sometimes wet, icy, or snow packed.  
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