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Job Description 
 

TITLE: EXECUTIVE ASSISTANT 
 
REPORTS TO: CEO / EVP 
 
STATUS: SALARIED NON-EXEMPT 
 
 
 
Purpose 
 
Provide confidential, professional, administrative support for the CEO & EVP that includes a wide range 
of administrative duties to be handled with confidentiality and discretion where required.  Interface 
with other management in the credit union, with board members, with members, visitors, and vendors 
to the credit union.  Prepare reports, correspondence, manuals, spreadsheets, and all other 
communications utilizing a broad range of computer applications. 
 
Requirements 
 

- High School Diploma/GED (Bachelors Degree Preferred) 
- PC Skills Required -demonstrable knowledge of Microsoft Word, Excel, PowerPoint, and Access 
- Professional Communication Skills (Written and Oral) Required 

 
Duties and Responsibilities  
 

- Maintain confidentiality of the credit union. 
- Process daily correspondence and prepare reports for the CEO & EVP, board officers, and board 

committees.  Ensure accuracy of work. 
- Answer telephone, disseminate information or resolve questions, and/or route calls to 

appropriate individual.  Take messages and coordinate follow through. 
- Conduct research and prepare statistical and financial reports to assist the CEO & EVP in the 

development of a variety of plans, documents, or reports.  
- Assist in the preparation and distribution of the annual financial plan and updates. 
- Evaluate incoming correspondence, research and respond to questions, provide back-up 

information where required, and route accordingly.  Coordinate follow through on 
correspondence pending. 

- Assist in scheduling and/or arranging appointments, meetings, business trips, etc. for CEO/EVP, 
board members, or other members of the management team.  Maintain the calendar of events 
and schedules for the CEO, EVP and Board.   

- Assist in the coordination of events such as the Annual Meeting in association with others. 
- Perform specialized or confidential administrative duties, including researching data and 

preparing reports as needed. 
- Act as recorder of minutes in board and committee meetings. 
- Assist in revision to credit union policies. 
- Assist with reviews and research of monthly invoices that will be presented to Accounting for 

payment. 
- Process, duplicate and disseminate materials for board meetings, including agendas, minutes, 

and committee reports. 
- Disseminate informational mailings and articles to the board of directors, management, and 

others.  Maintain rosters of staff and volunteers. 
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- Keep CEO & EVP advised of complaints, telephone calls and letters received.  Coordinate follow-
through on pending issues. 

- Other duties as directed by the CEO, EVP and the Board of Directors. 
 


