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CLARK ATLANTA UNIVERSITY 

Job Description 

 
Position Title: Executive Assistant  

Department: Office of the Chief Operating Officer 

Reports To: Chief Operating Officer 
    

 

The following statements are intended to describe the general nature and level of work to be performed and are not 
intended to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel so classified. All 
duties listed are essential functions for the position. It is understood that other related duties may be assigned. 

 

General Function (Description): 

The Executive Assistant is responsible for day-to-day operational and administrative details in the 

Office of the Chief Operating Officer (COO) that are generated by activities within the University.  

As such, the Executive Assistant complements and teams with the COO to provide seamless support 

to this executive and others with whom he/she is required to interact.  The Executive Assistant must 

have, or quickly develop, a thorough knowledge of Clark Atlanta University administrative policies, 

procedures and operations, as well as an understanding of the University's role within the greater 

Atlanta community, the state and the nation. 

 

The Executive Assistant must be creative and enjoy working within a small, entrepreneurial 

environment that is mission-driven, results-driven and community oriented.  The ideal individual 

will have the ability to exercise good judgment in a variety of situations, with strong written and 

verbal communication, administrative, and organizational skills, and the ability to maintain a 

realistic balance among multiple priorities.  The Executive Assistant must have the ability to work 

independently on projects, from conception to completion, and must be able to work under pressure 

at times to handle a wide variety of activities and confidential matters with discretion. The Executive 

Assistant will work with the COO to ensure that inquiries and actions that arise from external and 

internal constituencies are efficiently channeled to the appropriate entity within the University for 

resolution. 

 

 

 

Examples of Duties and Responsibilities: 

 

 Completes a broad variety of administrative tasks including composing and preparing 

correspondence that is sometimes confidential 

 

 Schedules and supports internal meetings  

 

 Manages and maintains the COO’s calendar and ensures that he/she has supporting materials 

for upcoming meetings.   

 

 Screens and triages phone calls and visitors; directs matters pertaining to Office of the COO 

and assists in resolving both routine and complex inquiries from faculty, staff, visitors, and 
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students as needed. 

 

 Processes procurement of office supplies and equipment including computers and ensures that 

inventory for such is properly maintained in compliance with University policy. 

 

 Requests printing for print/mail projects 

 

 Tracks and reports routine office expenditures against the budget for the Office of the COO 
 

  Works with the COO to provide detail for budget projections. 

 

 Collects and tabulates data required for monthly account balance reports, records, or other 

needs, as requested by the COO 
 

 Works with the COO and other University divisions to ensure that the COO’s contact 

database is accurate and up-to-date. 

 

 Serves as part of a team to generate and update content and images for the Office of the 

COO’s website and other media.  

 

 Coordinates the hiring, training and providing functional supervision to student interns 

 

 Exercises confidentiality in all matters pertaining to the Office of the COO and uses discretion 

in the dissemination of information to faculty, students, staff and the various constituencies 

served by the University. 

 

 Researches, prioritizes, and follows up on incoming issues and concerns addressed to the 

COO including those of a sensitive or confidential nature 

 

 Provides a bridge for smooth communication between the Office of the COO and internal 

departments, demonstrating leadership to maintain credibility, trust and support with senior 

management staff. 

 

 As needed, works closely and effectively with the COO to keep him/her well informed of 

upcoming commitments and responsibilities 

 

 Successfully completes critical aspects of deliverables with a hands-on approach, including 

drafting acknowledgement letters, personal correspondence, and other tasks that facilitate the 

COO’s ability to effectively lead areas under his/her responsibility  

 

 Prioritizes conflicting needs; handles matters expeditiously, proactively, and follows-through 

on projects to successful completion, often with deadline pressures. 

  

 Performs other duties as assigned in order to support the goals and objectives of the Office of 

the COO, including special projects. 
-  



 

OHR/082719 

 

 

 

Knowledge, Skills and Abilities: 

The individual must possess these skills and abilities to perform the essential functions of the 

job: 

  

 Must have strong organizational and planning abilities, with special attention to detail 

 

 Proficiency in the use of Microsoft Office (Word, Excel, PowerPoint or functionally similar 

software) and Adobe Creative Suite (Photoshop Illustrator, InDesign) 

 

 Excellent oral and written communication skills 

 

 Ability to work independently and reliably and ensure activities are completed to accomplish 

established objectives and outcomes 

 

 Ability to develop and maintain positive relationships with internal and external constituents 

 

 Ability to multitask under pressure, handling significant problems or tasks which come up 

simultaneously or unexpectedly 

 

 Ability to maintain confidentiality in all aspects of the position 

 

 Ability to work in fluid, rapidly-changing environment 
 

 Ability and eagerness to work as part of a team 

 

Minimum Hiring Standards: 

Education 
Successful completion of some college coursework; college 

degree preferred. 

Years of Experience 

Five years of full time work experience as an administrative or 

executive assistant supporting a senior leader.  Experience 

working in a college or university setting is a plus. 

Years of Management/Supervisor 

Experience 

 

None required 
Clark Atlanta University is an Equal Opportunity/Affirmative Action Employer 


