
Department: ADMINISTRATIVE OFFICE  
Job Title: SENIOR EXECUTIVE ASSISTANT TO THE PRESIDENT 
  
  
Description: The Executive Assistant provides administrative and clerical support to the 
Administration Office, including the President and Assistant to the President.  He/she is 
responsible for the overall day-to-day activities and management of the office.  Candidates 
should have demonstrated experience in an administrative support position, possess excellent 
communication and interpersonal skills and have an advanced knowledge of Microsoft 
365/Office Suite.  The ability to work independently on multiple priorities and tasks is necessary 
while maintaining security and confidentiality.   
  
Primary responsibilities include: 
- Completes a broad variety of administrative tasks for the President and senior staff including: 
managing an active calendar of appointments, processing phone and mail correspondence, 
completing expense reports, tracking and submitting payroll. 
- Serves as a liaison with internal and external audiences by welcoming visitors, researching, 
following up on incoming correspondence and concerns addressed to the President and 
determining appropriate course of action, referral or response. 
- Monitors the President and Assistant to the President schedules, providing timely reminders 
and supportive materials, as appropriate. 
- Works across multiple departments and physicians’ offices to prepare, coordinate and execute 
appointments and activities. Prepares and distributes materials, manages room reservations, 
facilitates virtual meetings and records meeting minutes. 
- Maintains a pleasant office environment, orders office supplies and ensures operation of 
office equipment, troubleshooting malfunction of office equipment and submitting work orders 
ensuring timely resolution of requests. 
- Serves as a liaison between the Administration office and internal departments using sound 
judgement and maintaining a high-level of discretion and confidentiality. 
- Establishes and maintains filing systems, including confidential records and files. 
- Completes projects and special assignments as needed. 
- Supports the Assistant to the President in governance related activities. 
  
Principle Accountabilities:  % of Time Spent 
Office of the President Support:  75% 
Board of Directors Support:  15% 
Special Projects:  10%  
  
Education: Education and Experience Requirements: 
- Bachelor’s degree or commensurate experience required.  
  
Experience: - Strong work tenure: 5 to 7 plus years of experience supporting C-level executives. 
- Expert proficiency in Office 365/Microsoft Office (Outlook, Word, Excel, and Power Point), 
Adobe Acrobat, and Social Media web platforms.  



  
Reporting Relationships:   
Job Relationships: 
Takes direction from: President and Assistant to the President 
Supervised by: President and Assistant to the President 
  
Working Conditions: Employee is required to sit frequently and walk occasionally. Employee 
must lift/carry a light (1-20 lbs.) load occasionally. Employee is frequently required to bend, 
squat, walk and lift floor to waist occasionally; reach forward and overhead frequently and to 
sit continuously. For repetitive action, employee is required to simple grasping and 
pushing/pulling. 
  
(Occasionally: 1-33%, Frequently: 34-66%, Continuously: 67-100%) 
  
The most significant of duties are included, but this does not exclude occasional work 
assignments not mentioned of developmental duties. 
 
This is a full time exempt position. 
 
 
https://careers-stlukes-stl.icims.com/jobs/19439/senior-executive-assistant-to-the-
president/job 
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