

JOB DESCRIPTION




	Job Title Administrative Assistant, Executive
	Job Code:  JN1064

	Department: General
	Date Created: September, 2003

	Grade:  J17
	Revision Date:

	Summary

Provides administrative support primarily for a vice-president.

	Principal Responsibilities:

· Administers the calendar and personal accessibility of a vice-president and independently schedules appointments.

· Interfaces with employees, other departments, Boeing personnel, and external customers to provide answers and information on behalf of a vice-president.

· Relieves vice-president of a variety of routine administrative tasks, acting with delegated authority of administrative functions following complex practices and procedures.

· Answers and screens telephone calls and greets visitors and conducts or appropriate area or person.

· Schedules regular and special meetings, prepares agendas and develops presentations.

· Makes and coordinates travel arrangements and compiles documents for travel-related meetings.

· Composes correspondence and other documents of a confidential nature and edits for correct English usage, context and format.

· Prepares routine and non-routine special reports including gathering and summarizing data.

· Follows up on assigned action items.

· Initiates and coordinates implementation of administrative processes and procedures.

· Coordinates communication of administrative information to administrative assistants within the assigned executive’s organization.

· May oversee the work of other clerical and/or administrative support employees.

· Performs other duties as assigned.


	Reports to:  Vice-President

	Supervisor Responsibilities: None

	Education/Experience Requirements:

· Associate’s degree or the equivalent combination of education and experience. 

· Minimum of seven (7) years of progressively responsible secretarial/administrative experience.

· Minimum of five (5) years experience using MS Office.

	Competencies:

(31) Interpersonal Savvy, (38) Organizational Agility, (11) Composure, (1) Action Orientated, (8) Comfort Around Higher Management, (62) Time Management, (2) Dealing with Ambiguity, (24) Functional/Technical Skills, (67) Written Communication, (29) Integrity and Trust

	Travel: N/A

	Environment: Office

	Physical Requirements: Sitting; Seeing/Hearing; Repetitive Motion: No; Lifting N/A


Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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