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Job Description
POSITION TITLE:  Executive Assistant to the President and CEO
Full Time in Person, Boston MA
Permanent Position
REPORTS TO: President and CEO
National Braille Press (NBP) supports a lifetime of opportunity for blind children through braille literacy and provides access to information that empowers blind people to actively engage in work, family, and community affairs.  NBP is a non-profit braille publisher and producer, of books, textbooks, standardized tests, B2B materials, and has programs to support children, teachers, and adults. National Braille Press is the premier braille publisher in the US specializing in producing original braille works written by blind authors expressly for blind people.  

The ideal candidate will have the skill sets and experience to handle administrative, project management and research with little or no supervision. This person must be well organized, flexible and enjoy the administrative challenges of working with an organization of diverse people and programs. The Executive Assistant will work directly with the President and interact with staff at all levels in a fast-paced environment. Candidates will sometimes work under pressure, remaining flexible, proactive, resourceful, and efficient. Strong written and verbal communication skills, positive attitude, decision making ability and attention to detail are equally important.

PRIMARY DUTIES AND RESPONSIBILITIES: 

· Acts as point-of-contact for the President, providing prioritization, screening and distribution of confidential mail, e-mail, telephone calls, and appointments using expert judgment and knowledge. Manages information of the highest level of confidentiality in a professional manner.

· Manages and coordinates President’s calendar appointments, staff meetings, senior staff coverage, and travel arrangements. Coordinate schedule of public tours.

· Trustee Support for the President - coordinate meeting logistics, material distribution, communication, and arrangements for quarterly trustee meetings, board committee meetings, and the Annual Meeting. This includes taking minutes of the quarterly board meetings, the Annual meeting, and maintaining the Trustee Handbook.

· Coordinates facility maintenance and custodial operations.

· Oversees the Touch of Genius Prize program and others as assigned by the President.

EXPECTATIONS OF THE POSITION:
· Superior organization skills

· Superior written and verbal skills
· Excellent proof-reading skills
· Excellent calendar management skills

· Positive Attitude
· Strong interpersonal and communication skills

· A willingness to work collaboratively and ability to work independently.
· Attentive to detail

· Proficient in MS Office and Google
SECONDARY DUTIES and RESPONSIBILITIES: 
· Overnight travel will be required to attend and exhibit at conferences/conventions as needed, both locally, nationally, and possibly internationally.
EDUCATION & EXPERIENCE:
· Bachelor’s degree or equivalent work experience.

· 3+ years of administrative experience preferred.
· Exceptional written, verbal, and interpersonal skills

· Strong organizational and research skills
An Equal Opportunity Employer.
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