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Job Description

[bookmark: Title:_Policy_and_Advocacy_Specialist][bookmark: FLSA_Classification:_Exempt]Title: Executive Assistant and Board Liaison
FLSA Classification: Exempt
[bookmark: Location:_Must_be_located_in_North_Carol]Location: Cary, North Carolina
 JOB DESCRIPTION	
[bookmark: Summary:]Summary:
[bookmark: The_Advocacy_and_Policy_Specialist_suppo]The Executive Assistant & Board Liaison is a key strategic support role responsible for ensuring the smooth functioning of executive operations, governance processes, and organizational administration. This position supports the CEO, Board of Directors, the Executive Leadership team and internal teams through exceptional coordination, communication, and operational management. The role requires high levels of professionalism, discretion, initiative, and relationship‑building, with regular in‑person responsibilities in the office and at board events.

Essential Responsibilities
I. Executive Support (25%)
· Manage the CEO’s complex calendar, meetings, and scheduling logistics
· Coordinate internal and external meetings, ensuring clarity of objectives and preparation
· Serve as a trusted bridge between the CEO and staff, partners, and board members
· Prepare, proofread, and refine executive communications, correspondence, and documents
· Assist with travel arrangements and monthly expense reporting
· Maintain regular communication with the CEO to anticipate needs and follow-through requirements
· Support the Executive Leadership Team with communications, correspondence, and general office tasks
· Support special projects as assigned

II. Board Governance & Liaison Responsibilities (40%)
Board & Committee Operations
· Schedule board and committee meetings in collaboration with Chairs
· Prepare agendas, board packets, and presentations for board and committee meetings
· Secure meeting logistics, including location, virtual links, meal planning, and technology setup
· Display materials during meetings and manage meeting recordings
· Record and track meeting attendance in SharePoint
· Draft and distribute meeting minutes within two business days
· Create and manage action item lists, ensuring task alignment and follow‑through tracking
· Upload, archive, and maintain meeting materials in SharePoint and the Board Portal
Annual Governance Cycle
· Update board and committee listservs and rosters
· Maintain the Board Portal and ensure timely posting of documents
· Prepare and publish the Board calendar
· Update officer records, contact sheets, orientation materials, and governance files
· Coordinate annual documentation and signature collection
· Support the board nomination cycle, including mapping, candidate lists, and priority development
· Manage travel arrangements for board members as needed

III. Office & Organizational Administration (25%)
· Maintain the daily appearance, functionality, and organization of office spaces
· Support new employee onboarding, account setup, and phone system maintenance
· Serve as first point of contact for IT liaison needs
· Oversee inventory, office supplies, equipment, recycling, and maintenance requests
· Assist CFO with check distribution and administrative tasks
· Monitor and triage the organization’s primary email inbox
· Manage LastPass requests, receipt coding, and monthly submissions to Finance
· Handle copier supply management and service coordination
· Manage mail processing, postage, and staff recognition activities
· Perform notary duties as required
· Coordinate internal staff and leadership team meetings

IV. Program Support: Bernstein Administration (10%)
Bernstein Scholarships
· Administer the annual scholarship application cycle
· Communicate with community-based organizations (CBOs)
· Prepare CEO communications and applicant correspondence
· Organize applications, support selection committee coordination, and notify applicants
· Process acceptance forms, coordinate with college finance offices, and manage check requests
· Maintain scholar records and conduct semester surveys and transcript requests
· Prepare progress updates for quarterly committee meetings
Bernstein Event & Fellows
· Support planning and on-site execution of the annual Bernstein event
· Maintain potential Fellow candidate lists and assist program staff as needed

Skills & Capabilities
Required
· Exceptional written, verbal, and interpersonal communication skills
· Strong organizational, analytical, and problem‑solving abilities
· Demonstrated ability to manage multiple simultaneous projects with accuracy
· High emotional intelligence, professionalism, and sound judgment
· Proficiency with Microsoft 365 (Outlook, Teams, SharePoint, Word, PowerPoint, Excel)
· Ability to translate technical information into accessible formats
· Strong commitment to equity, inclusion, and collaborative work culture
Preferred
· Experience with Office Administration preferred
· Experience managing digital communication platforms (websites, email systems, social media)
· Experience working with nonprofit boards or governance structures

Education & Experience
· Bachelor’s degree in a business, communication, or related field
· Prior experience supporting executives or governing boards preferred


Physical Requirements
· Valid NCDL
· Ability to sit or stand for extended periods
· Ability to lift up to 25 pounds
· Ability to attend in‑person meetings and events

Travel
· Up to 25% travel required


EEO statement: We are an equal employment opportunity employer and do not discriminate against any person because of race, color, creed, religion, national origin, political affiliation, sex, gender identity or expression, sexual orientation, age, disability, genetic information, or other reasons prohibited by law (referred to as "protected status"). This nondiscrimination and opportunity policy extends to employment, use of all company facilities, membership, board service and leadership, volunteerism, participation in any of the organizations programs or services and all employment actions such as promotions, compensation, benefits, and termination of employment.
NOTE: The above information is intended to describe the most important aspects of the job. It is not intended to be construed as an exhaustive list of all responsibilities, duties and skills required to perform the work. Duties, responsibilities, and activities may change at any time with or without notice.
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