
 

 

18000 West 9 Mile Road, Suite 450, Southfield, MI 48075 

(248) 250-9304 

 
Job Title: Executive Assistant 
Reports to: Hiring for two positions – Reporting to either the Chief of Staff or Director of Communications 
Job Status: Full-Time 
Location On-site, Southfield, MI  
 
Summary 
Founded in 2002, Beyond Basics is a 501(c)(3) nonprofit working to eradicate illiteracy, transforming the lives of students 
and creating stronger communities. Our one-on-one, multisensory tutoring program helps students achieve grade-level 
proficiency in reading in an average of six weeks. In addition to our structured literacy interventions, we cultivate 
curiosity and encourage a love of lifelong learning with fine arts activities that expand horizons.  

The Executive Assistant position enhances executive effectiveness by providing information management support and 
serving as a liaison to the Leadership Team. The Executive Assistant plays a key role in maintaining efficient office 
operations and is a driver of a positive office culture. The person in this position will manage calendars, support office 
meeting needs, maintain record-keeping measures and facilitate outside communications with stakeholders on behalf of 
the executive as needed. The Executive Assistant will also support various internal recognition initiatives and may be 
asked to support programming with school or donor stakeholders. The ideal candidate must be flexible and willing to 
step in to support various departments. This is a great role for a candidate who is interested in joining a rapidly growing, 
fast-paced organization.  

Duties and Responsibilities 

• Maintain executive’s calendar by planning and scheduling meetings, conferences, teleconferences, and travel 

• Responsible for executive record-keeping (outcome reports, data reports, goal tracking, etc.) 

• Liaison to the Development Department to support various events and special projects as needed 

• Facilitate communication between the Executive and the Leadership Team 

• Assist as a liaison in coordinating logistics surrounding various media events (preparing executive briefing 
documents, organizing materials, location set-up, etc.) 

• Assist in managing personnel aspects to promote a positive office culture (staff appreciation, recognition, etc.) 

• Coordination of project timelines to ensure timely updates and reporting for leadership projects 

• Manage correspondence including creating drafts of documents and editing presentations 

• Incorporate full-circling (thanks and appreciation) methods into building stakeholder relations and promoting 
“Everything is Personal” philosophy amongst the leadership team 

• Various administrative duties 

• Graphic design experience a plus 

Education and Skills Requirement 

• Bachelor’s degree or equivalent work experience 

• Excellent verbal and written communication skills 

• Excellent attention to detail, accuracy, and organizational skills 

• Ability to self-direct and problem solve 

• Excellent computer skills and proficient in all Microsoft Office applications 

• Professional demeanor 

• Team player 

• Desire to work in a dynamic, growing organization 

• Commitment to the mission of Beyond Basics 



 

 

Work Environment 
This position operates on-site in an office environment. 
 
Physical Demands 
While performing the duties of this job, the employee must regularly sit and use hands as well as talk and hear.  Specific 
vision abilities required by this job include close vision and ability to focus on computer and documents.  This position 
requires light filing.  This position may require the ability to lift and move items. 
 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
This position description is intended to describe the essential functions of and requirements for the successful 
performance of this position. It is not to be interpreted as an exhaustive statement of duties, responsibilities or 
requirements of this position, nor is it intended to limit the authority of any manager to assign and direct the activities of 
employees.   
 


