
 
 

JOB DESCRIPTION  
 
 
POSITION: Executive Assistant 
REPORTS TO: President and Chief Operating Officer 
CATEGORY: Regular, Full-time Exempt 
LAST REVIEWED: May 2016 
 
CAEP is the nation’s sole accrediting body for teacher preparation. CAEP promotes excellence 
in educator preparation through P-12 learner, outcome focused, evidence-based, data-driven 
accreditation. We provide a framework of continuous improvement to ensure providers prepare 
educators to teach diverse learners throughout the P-12 setting. CAEP organizational values 
focus on: leadership, teamwork, initiative and creativity, service orientation to accreditation, 
strategic planning and anticipating need, and accountability.  
 
CAEP is seeking an energetic, forward-looking team member who will actively seek 
opportunities and propose solutions. A critical member of the President’s team, the Executive 
Assistant will serve as the hub for all activities of the senior leadership of the organization. The 
position will provide administrative support to both the President and Chief Operating Officer 
by handling information requests, liaising with the Board of Directors, preparing 
correspondence and presentations, and scheduling conference calls and meetings. The 
position also plays a critical role monitoring and tracking deadlines and deliverables for 
governance and organizational projects.  
 
Essential responsibilities and duties include but are not limited to: 

 Ensure the President is prepared for all meetings – collecting, researching, and/or 
preparing all briefing materials – and then follow-up afterwards, as appropriate.  

 Schedule President’s travel, and reconcile travel and American Express expenses in 
alignment with organizational policy. 

 Manage and maintain President’s calendar and coordinate meetings of the Strategy 
Team. 

 Record and disseminate notes from weekly Strategy team meetings as well as Board of 
Directors Standing Committee meetings. 

 Serve as the focal point for all Board of Directors activities and communication, and 
maintain adequate governance records and contact information for Board members.  

 Monitor key governance and operational deadlines and milestones and proactively work 
with CAEP team members to ensure deadlines are met. 

 Collaborate with Communications to prepare and coordinate correspondence, 
presentations, and reports of the President.  

 Monitor, respond to, and distribute incoming and outgoing correspondence and 
communications for the President’s office. 

 Collaborate with meeting planner to schedule and coordinate two (2) Board meetings 
annually.  



 

 Establish and maintain strong relationships with Board members and the assistants of 
other executives inside and outside of the organization. 

 Staff the President at meetings as needed.  
 

Requirements 

 Minimum of 3 years of experience supporting executive-level positions. 

 BA/BS required. 

 Demonstrated ability to prioritize conflicting needs while handling matters expeditiously, 
proactively, and following through on projects to a successful completion.  

 Experience with calendar management, including the coordination of complex executive 
meetings. 

 Experience making travel arrangements, preparing detailed travel itineraries and 
agendas. 

 Excellent listening and communication skills: ability to present information 
professionally, concisely, and effectively, both verbally and in writing. 

 Demonstrate excellent judgment and ability to solve problems. 

 Ability to work independently as well as in a team-oriented environment  

 Ability to efficiently manage multiple priorities and projects.  

 Strong attention to detail and exceptional organizational skills. 

 Ability to interact with staff at all levels in a fast-paced environment, remaining flexible, 
proactive, resourceful, and efficient, with a high level of professionalism and 
confidentiality.   

 Experience in associations or non-profits desirable. 

 Meeting planning experience desirable.   
 
Technical Skills                    

 Individual should be proficient in Word, Excel, and PowerPoint and have created or 
used charts, spreadsheets, and databases.  

 Proficient at using GoToMeeting (or other webinar tool), Outlook, and Intranet/Internet 
tools. 

 Experience with state data systems and/or relational databases is desirable.  
  
Physical Demands  
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this job, the employee is regularly required to sit and talk or 
hear. The employee is frequently required to use hands to finger, handle, or feel. The 
employee is occasionally required to stand, walk and reach with hands and arms. The 
employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities required 
by this job include close vision, depth perception and ability to adjust focus. 
 
Work Environment  



 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
The noise level in the work environment is usually quiet. The position may be required to work 
evenings or weekends for special program events. The work environment is fast-paced 
 
This position is based in Washington, DC. 
Travel may be required up to 15% of the time. 
 


