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Executive Assistant 
 

FULL TIME, EXEMPT POSITION 
 

 

Empire Justice Center, a highly respected, statewide legal services organization, is seeking an experienced 
Executive Assistant to join our Team. This is an opportunity to join one of the most effective organizations 
serving low-income individuals and families in New York State. 

 
Empire Justice Center attracts and employs dedicated, determined, and passionate advocates who, together, 
make a significant impact on the lives of low-income New Yorkers. We achieve our successes through direct 
legal representation and high-impact litigation, legislative and administrative advocacy, and by providing 
training and technical assistance to other advocates who are working towards the same goals. 

 
With offices in Rochester, Albany, Westchester County, and Long Island, our organization offers staff an 
exciting and dynamic working environment and a strong commitment to teamwork, diversity, and 
personal/professional development. 

 

The Position 
 

The Executive Assistant’s role is to provide administrative support, organizational assistance and project 
coordination to the Chief Executive Officer (CEO), the Board and Leadership Team. They will ensure the 
efficient day-to-day management of the CEO’s schedule, major projects, outside contacts and internal 
operational needs This person will be a self-motivated, highly-organized and detail-oriented professional 
with a track record of success in a similar role within a fast-paced environment. 

 

Job Responsibilities: 

 Assist CEO, Board members and Leadership team (executives) with complex details and advanced 
administrative duties, personally taking action wherever possible to include but not limited to the 
following; 

 Support all administrative needs of the CEO including project and calendar management, task 
tracking and follow up for meetings and projects 

 Assist in managing communication and relationships, internal and external 

 Making travel arrangements including processing of  travel  and expense vouchers 

 Drafting and tracking of agendas for key meetings 

 Proactively seeking ways to improve the efficiency of CEO, Leadership Team and Board operations 

 Staff and manage the logistics for the other organizational planning efforts, leadership and board 
committees 

 Compose correspondence and documents and work with highly confidential information 

 Gather, assemble, analyze, prioritize, and respond to phone calls, incoming materials and data from a 
wide variety of sources requiring knowledge of operations, an understanding of pertinent individuals 
involved, protocols, actions required, timelines, signature authority required, compliance and 
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regulatory mandates, etc. 

 Use judgment to alert CEO of sensitive/pressing issues and materials in a timely manner 

 Ability to interact effectively with the Leadership team within the organization and with customers, 
suppliers and Board members that work with organization’s CEO. 

 Communicate to staff at all levels of the organization to gather information for the executives, follow 
up, or communicate information on behalf of the executives 

 Manage projects as assigned and ensures the accurate and timely completion of tasks 

 Independently gather information, recommends changes and solutions to issues or problems 

 Make independent decisions regarding planning, organizing, and scheduling own work 
 

Skills & Abilities 

 Ability to anticipate and exercise good judgment with a “can-do” attitude 

 Proactive management of environment 

 Keen attention to detail and the highest standards of excellence and confidentiality with appropriate 
application of discretion 

 Excellent problem-solving and verbal and written communications skills 

 Expert in MS Office applications, i.e. Outlook, Word, Excel and PowerPoint 

 Superior typing and proof-reading skills 

 Detail oriented with excellent follow up skills 

 
Qualifications 

 Bachelor's Degree preferred 

 Previous experience in high technology, fast paced and dynamic work environments 
 4+ years of experience as an Executive Assistant/Administrator supporting CEO, C-Suite of Executives 

and Board of Directors in a small or mid-size company 

 Self-starter – requires the ability to pro-actively find solutions to problems 

 

Salary and Benefits 
 

Salary is commensurate with experience and based on the organization's salary scale. Empire Justice Center 
offers a generous benefits package, including health insurance, pension and life insurance, vacation, holiday, 
personal and sick time. Empire Justice Center supports and encourages a work/life balance. 

 
Empire Justice Center is an Equal Opportunity/Affirmative Action employer and values a diverse work force. 
People of color, women, persons with disabilities, persons who are elderly, gay, lesbian, bisexual or 
transgender are welcomed and encouraged to apply. 

 
Position available immediately.  Applications accepted until position is filled. To apply, e-mail a cover letter, 
resume, and three professional references to; employment@empirejustice.org  Please include, Executive 
Assistant, First/Last Name to the subject line of the email. No phone calls or hard copies please. Incomplete 
applications will not be considered. 
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