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Title: Executive Associate 

Classification:  Exempt 

Reports to:  Senior Manager, Operations 

Location:  WBENC Washington, D.C. Headquarters Office 

 

Position Description 
The Executive Associate role is defined to provide the colleague with an introduction to the mission, 

activities and deliverables of WBENC while also ensuring essential WBENC office duties are maintained.  

This role includes overall responsibility for front office activities, including the reception area, mail and 

facilities. Because customer service and strong constituent relationship management are key to the 

success of WBENC, the Executive Associate must rapidly understand the key constituents, programs and 

services, and governance model of WBENC.  This will be achieved through a variety of tasks.  The 

candidate accepting this role will be responsible for ensuring essential duties are performed and customer 

service for constituents remains high. 

 

 

Essential Functions 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 

1. This role is primary executive support to the President & CEO including: monitoring and 

answering President’s individual line, managing an active calendar of appointments, 

completing expense reports and timesheets, composing and preparing correspondences that 

are often confidential, arranging complex and detailed travel plans and agendas. The 

Executive Associate also provides general administrative support to the senior leadership 

team as needed. 

2. Serves as the Office Receptionist which requires: answering telephones, directing callers to 
the appropriate contact person and providing callers with general information related to 
WBENC. Greets and directs visitors to the company. Screens incoming calls and 
correspondence and responds independently as appropriate. 

3. Responsible for basic office functions. Maintains office equipment and facilities and ensures 
the office runs smoothly. Orders, receives, and stocks office supplies. Processes all invoices 
related to office activities. Coordinates offsite document shipments/storage. 

4. Receives, sorts and forwards incoming mail on a daily basis. Coordinates the pick-up and 
delivery of mail services (USPS, FedEx, UPS, etc.). Oversees and schedules shipping of 
equipment and supplies for events as well as telecommuting employees. 

5. Directs and coordinates office services and related activities, including developing and 
supervising programs for the efficient utilization of services and equipment.  

6. Supports internal office moves and provides arrangements for meetings in the DC office.   

7. Communicates with WBENC team and publishes staff schedule weekly.  Organizes meetings 
for office conference space.  Assists with sub-tenants service requests.  

8. Assists Finance Department, including receiving and organizing incoming checks for deposit 
as well as other support functions. 
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9. Supports the Business Development department by assisting with invoicing, data entry and 
other activities in CRM database. 

10. Arranges complex and detailed travel plans and itineraries for staff. Compiles documents for 
travel related meetings, programs and events. 
 

11. Coordinates VIP travel, accommodations and registration for events as well as onsite support 
and assistance with VIP needs at Summit & Salute and National Conference & Business Fair. 

12. Participates in various business functions and projects as needed to support Summit & 
Salute and National Conference & Business Fair. 

 

 

Competencies 

1. Initiative 
2. Time Management 
3. Attention to Detail 
4. Communication Proficiency 
5. Organizational Skills 
6. Collaboration Skills 
7. Personal Effectiveness/Credibility 
8. Technical Capacity 
 

 
Supervisory Responsibility 
This position has no supervisory responsibility. 

 
Work Environment 
This job operates from the main workplace. This role routinely uses standard office equipment such as 
computers, phones and photocopiers.  This position is also required to travel approximately 4 times 
annually to national events across the U.S. and to assist with a variety of tasks. 

 
 

Physical Demands 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. 
 

This role requires a mixture of both sedentary and active work. This requires the ability to sit and/or stand 
for extended periods and walk extensively.  The Executive Associate is regularly required to lift files, 
office products and packages weighing up to 50 pounds; open filing cabinets; and, bend or stand as 
necessary.  
 

The Executive Associate role also requires the ability to read, analyze, and interpret general business 
documents as well as internal and external communications; ability to write reports, business 
correspondence, and procedure manuals; ability to effectively present information and respond to 
questions from groups of managers, clients, customers, and the general public. 

 
Position Type/Expected Hours of Work 
This is a full-time position, and hours of work are generally Monday through Friday, 9:00 a.m. to 5:00 p.m. 
EST.  However, hours will vary depending on projects, events and travel. This full-time position requires 
40 hours of work time per week. 
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Travel 
This position requires up to 10% travel.  

 
Required Education and Experience 
 

1. Bachelor's Degree from four-year college or university  

2. Minimum of two years business and/or related experience with a demonstrated ability to learn 
quickly  

3. Proven ability to successfully manage multiple assignments simultaneously and seamlessly with 
excellent attention to detail 

4. Demonstrated ability to adapt to changing priorities and respond accordingly 

5. Proficiency in Microsoft Office tools including, but not limited to Outlook, Word, Excel, and                 
Power Point  
 

6. Excellent interpersonal, written and verbal communication skills 

7. Ability to perform basic web site ownership maintenance as well as social media skills and savvy 
 

 
Preferred Education and Experience 
 

 

1. Two to Four years experience in executive associate or administrative role 
 

 
 

EEO Statement 
WBENC is an Equal Opportunity Employer and provides equal employment opportunities (EEO) to all 
employees and applicants for employment without regard to race, color, religion, sex, national origin, age, 
disability or genetics. In addition to federal law requirements, WBENC complies with applicable state and 
local laws governing nondiscrimination in employment in every location in which the organization has 
facilities. This policy applies to all terms and conditions of employment, including recruiting, hiring, 
placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation and training.  
 
 

Other Duties 
Please note this job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee for this job. Duties, responsibilities and 
activities may change at any time with or without notice. 
 
 
Signatures 
This job description has been approved by all levels of management. 
 

Employee signature below constitutes employee's understanding of the requirements, essential functions 

and duties of the position. 

 

 

Employee__________________________________ Date_____________ 

http://www.wbenc.org/

