Atlantic States Marine Fisheries Commission

_______________________________________________________

Job Title:

Executive Assistant

Location:

Washington, DC

Salary:

To be discussed

Job Description:

As Executive Assistant, the incumbent will be responsible for providing complete administrative support to the Executive Director.  This challenging position requires an organized self-starter with the ability to assimilate facts, identify problems and devise solutions. The incumbent works closely with the Executive Director, anticipating needs and coordinating action on a broad range of issues.  The incumbent actively participates with the Executive Director and Department Directors in planning the activities of the Commission.  The incumbent must have strong interpersonal skills, including verbal and written communication, problem solving and planning skills. The incumbent will manage the Executive Director’s schedule and travel, prepare background materials for meetings and track fisheries-related federal legislation.  The incumbent will act as a liaison between Executive Director and staff.  

The position of Executive Assistant  is located in the Washington, D.C. office of the Atlantic States Marine Fisheries Commission (ASMFC).  The incumbent will report to the Executive Director.

Responsibilities:

1.
Maintain calendar for Executive Director.  Create and distribute Executive Director weekly and monthly calendar.  Prepare and maintain background materials needed to support Executive Director’s participation in meetings inside and outside the office.

2.
Review and prioritize incoming mail for Executive Director.  Prioritize incoming phone calls when Executive Director is unavailable.

3.
Act as liaison between Executive Director and staff.  

4.
Manage Executive Director’s travel schedule, including making all arrangements and preparing travel claims.

5.
Assist Executive Director with work on Capitol Hill, including keeping current with key Congressional staff, legislation, and hearing schedules.  Assists Executive Director in preparing and reporting legislative positions to Commissioners.

6.
Drafts correspondence for Executive Director.

7.
Provide general typing, copying, and mailing of correspondence, reports, and other materials for the Executive Director.

8.

Revise and maintain Commission’s official filing system.

9.


Assist elsewhere in office when necessary and if time permits.

10.

Conduct these activities according to the Commission's policies and procedures.

Skills Needed:

1. Ability to work with limited supervision.

2.
Ability to maintain confidentiality when handling personnel issues and other sensitive material.

3.

Ability to develop and maintain effective working relationships with Commissioners, Department Directors, staff, Congressional staff and heads of federal agencies and their staffs.

4. Strong interpersonal skills, including verbal and written communication, problem solving and planning.

5.
Professional deportment, grooming, and dress reflective of the office of the Executive Director.

6. Must have an educational background or interest in fisheries management, policy or science and be committed to furthering growth through experience, professional reading, and formal (graduate) education on their own time.

7.
Ability to adopt to flexible work hours when required by the Executive Director’s schedule.

Other Information:

To learn more about the Commission visit our website at www.asmfc.org

Contact Information:

Send resume and cover letter to Laura C. Leach, Director of Finance & Administration, Atlantic States Marine Fisheries Commission, 1444 Eye Street, N.W., 6th Floor, Washington, D.C. 20005.  Applications will be accepted via U.S. Mail (postmarked by September 3, 2004), email lleach@asmfc.org or fax (202) 289-6051 until the closing date of September 3, 2004.

