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Join Our Team! 
Job Posting:  Executive Assistant 

Overview: Reporting to the Executive Director, the Executive Assistant serves as the primary point of 
contact for internal and external constituencies on all matters pertaining to the Executive Director, Associate 
Executive Directors, and Board of Directors. The Executive Assistant must be creative and enjoy working 
within a small, entrepreneurial environment that is mission-driven, results-oriented and community focused.  

The ideal candidate is high energy with a proactive attitude, has the ability to exercise good judgment in a 
variety of situations, possesses excellent written and verbal communication, administrative, creative, and 
organizational skills, and is able to maintain a realistic balance among multiple priorities. The Executive 
Assistant will have 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 
discretion. 

Salary & Benefits: Full Time (37.5 hours) – OT Exempt. Salary range is mid-high fifties depending on 
experience. Benefits include Highmark NENY Health, Delta Dental, MetLife Life insurance, Flexible 
Spending Account, 403b Retirement with an employer match, and generous PTO (paid time off). 

Reports to: Executive Director with accountability to Associate Executive Directors. 

Minimum Qualifications: 

1. Minimum of 2-4 years ' experience as an Executive Assistant in a professional work environment working 
directly for senior leadership. Associates Degree required. Nonprofit experience a plus. 

2. Demonstrated excellence in writing, communication and content development skills. 

3. Advanced Microsoft Office experience in Outlook, Word, PowerPoint, Excel, Publisher, and CRM 
databases required. Experience with NeonCRM a plus. 

4. Strong organizational, project management and problem-solving skills with impeccable multi-tasking 
abilities. 

5. Knowledge of print and digital graphic design processes and relevant design software with excellent 
attention to detail and ability to create content. 

6. Ability to exercise current social media marketing trends and techniques to develop and maintain a 
cohesive and effective brand image centered on member stories. 

7. Ability to maintain composure and sense of humor in high-pressure situations. 

8. Ability to establish and maintain positive relationships with staff, volunteers, members and tenants while 
maintaining professional boundaries. 

9. Ability to work in a culturally diverse population with solid commitment to customer service for all 
stakeholders, including members, staff, volunteers, donors, and general community. Sensitivity to diverse 
populations and work styles, timely response to deadlines, and ability to handle multiple priorities and 
projects simultaneously. 

10. A "can do" attitude with personal qualities of integrity, reliability and dedication to the mission of the 
Albany Damien Center 

11. Experience and knowledge of local/statewide Ending the AIDS Epidemic efforts a plus! 

12. Clean driver's license and access to an automobile. 
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Responsibilities: 

1. Proactively anticipates, prioritizes, and manages multiple projects in support of the Executive Director 
and Senior Leadership Team. 

2. Communicates directly, and on behalf of the Executive Director, with Board members, donors, staff, and 
others, on matters related to Executive Director. 

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

4. Create, route & process written and verbal correspondence while exercising a high degree of discretion 
and confidentiality. 

5. Coordinates meeting materials for the Board of Directors, including the creation of the agenda in 
compliance with governance requirements, presentations and reports; attends meetings and prepares 
minutes; and performs other administrative meeting management duties, as required. 

6. Screen phone calls and e-mails, determine levels of importance, and respond/refer to appropriate agency 
stakeholders. Sorts and distributes incoming mail and processes outgoing mail. 

7. Manage multiple calendars for Executive Director and agency. 

8. Coordinates with internal teams in the design concept phase through completion of projects. Assist with 
the development and distribution of outreach and promotional material and event execution. 

9. Maintains the donor database/CRM system including campaign and event creation, data-in and data-out 
activities. 

10. Coordinate communications, including taking calls, responding to emails, generating letters and taking 
meeting minutes. 

11. Develop and post agency content and updates on social media platforms (Facebook, Instagram, Twitter, 
etc.). 

12. Assist Executive Director with follow up and follow through while ensuring the Executive Director is 
prepared for each day with agenda, meeting prep, and a clear sense of priorities. 

13. Other duties as assigned by the Executive Director. 

The Albany Damien Center’s mission is to enhance the lives of people affected by HIV/AIDS in an 
affirming environment and to reduce new infections in the communities we serve. Our vision is a 
community where people with HIV/AIDS achieve their desired potential and are respected as coworkers, 
neighbors, and friends, while striving for an HIV free generation. 

The Albany Damien Center is committed to building a culturally diverse staff and strongly encourages 
applications from minority candidates, women, persons from our LGBTQ community, persons living with 
HIV/AIDS, and persons formerly homeless. 

To Apply: Please send 1) cover letter 2) resume and 3) list of three professional references by e-mail 
to careers@albanydamiencenter.org  Applications will be accepted via e-mail and are encouraged to 
have all attachments. Continuous recruitment until position filled.  

COVID‐19 considerations: COVID‐19 vaccination or approved exemption required. 


