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Employment Opportunity – July 15, 2018 
 
 
Position:  Executive Assistant 
 
Reports to:  President & CEO 
 
Department:  Executive Office 
 
The Executive Assistant to the museum’s President and CEO must be professional, 
courteous and extremely well organized individual who can multi-task in order to provide 
administrative support to the President. The Executive Assistant acts as the central point of 
contact for the Executive Office. Must be fluent in written and verbal Spanish and English 
and able to translate high-level communications. 
 
Desired Qualities: 

 Demonstrates excellence regarding integrity, dignity, respect and service in 
accordance with the mission, vision, and values of MOLAA. 

 Embodies the qualities of a leader and a team player in assisting colleagues and 
working together with other departments of the organization. 

 Demonstrates appropriate initiative and openness to taking on additional tasks and 
responsibilities that improve MOLAA’s operations.  

 Ability to be diplomatic, discreet and maintain a high level of confidentiality. 
 
Responsibilities 

 Works closely with the President & CEO to coordinate all aspects of the Museum. 

 Works closely with the Chief Operating Officer, Director of Museum Content & 
Programming and the VP of Development to coordinate museum activities on behalf 
of the President & CEO. 

 Maintains the day-to-day organization of the executive office, including the 
maintenance of files and materials. 

 Responsible for keeping the CEO’s calendar, including scheduling meetings, 
managing time and coordinating travel arrangements. 

 Serves as a communication liaison between the President and all levels of internal 
staff. 

 Coordinates Board of Directors, Executive Committee and Board committees, and 
staff meetings including scheduling, attendance, minutes, meals and distribution of 
materials. 

 Prepares Board orientation handbook and materials. 

 Acts as representative of the President & CEO and participates in planning and 
operation of various Museum events. 

 Completes special projects as assigned, and keeps CEO abreast of significant 
matters as appropriate. 

 Maintains a tracking system of donors the President is cultivating and activities with 
progress notes. 
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 Assists fundraisers in establishing and maintaining relationships through 
appointment scheduling, assistance with correspondence and follow up activities. 

 Creates and maintains inter office correspondence to staff and committees. 

 Processes accounts payable for Executive Office. 

 Assists President and CEO with work for the American Association of Museum 
Directors Accreditation Committee including preparing material binders for review 
and comment and for recommendation and presentation. 

 Other duties as assigned 
 

Knowledge, Skills, and Abilities 

 Bachelor’s Degree in Liberal Arts, Spanish or related field preferred. 

 Requires mastering the Spanish and English languages, both written and verbally. 

 Minimum of 7 - 10 years administrative experience required.  

 Experience in an arts organization or non-profit field preferred. 

 Ability to communicate effectively both orally and in writing with all levels of 
management. 

 Ability to be diplomatic, discreet and maintain a high level of confidentiality. 

 Strong computer skills with the ability to produce accurate documents in a well-
designed and attractive format. 

 Advanced knowledge of Microsoft Word, Excel, PowerPoint, and Outlook. 

 Excellent organizational skills including strong attention to detail and deadlines 

 Excellent interpersonal skills with the ability to work cooperatively with a culturally 
diverse group of paid and volunteer staff. 

 Ability to foster and maintain a spirit of unity, teamwork and cooperation among all 
staff. 

 Ability to operate various office machines. 
 

Additional Information: 

 The position is a full-time salaried position with an expected minimum work schedule 
of 40 hours per week.  

 General hours are 9:00 am – 6:00 pm with a one hour lunch period. 

 The work require the capacity to work evening hours and/or weekends. 

 Requires the ability to lift 25 pounds. 

 Requires a valid driver’s license, valid vehicle insurance and access to a vehicle. 

 MOLAA is an equal opportunity employer. 
 

Details: 
Salary is commensurate with experience. 
Full health, vision, dental benefits, vacation and a matching retirement contribution plan. 
 
How to Apply: 
Interested candidates, submit resume and cover letter to jobs@molaa.org. 


