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Academics. Athletics. Professions 

 

Position Title: Executive Assistant with 
Campus Coordinator Duties 

Department: Executive Officer 

Supervisor: Executive Director Salary Range: $30,000-$50,000 
Status:  Terms:  

GENERAL DESCRIPTION: The Executive Assistant will primarily support the day-to-day work of the leadership 
team. This person is directly accountable for providing a wide range of administrative, technical, and executive-level related 
tasks and will have a direct and positive impact on the mission of Legacy the School of Sport Sciences. Expert level written 
and verbal communication skills, organizational skills, and attention to detail are foundational requirements for success in 
the role. 

QUALIFICATIONS:   

Ø High School diploma or equivalent required 
Ø Bachelor’s degree preferred 
Ø Proven ability to successfully manage multifaceted projects in a deadline driven environment 
Ø Must be energetic, goal oriented, enjoy a fast-paced environment, and have excellent follow through 
Ø Demonstrate ability to effectively work in a team environment 
Ø Self-starter with strong professional presence  
Ø Availability for some evening and weekend activities 
Ø Must be highly resourceful, flexible, have strong attention to detail, and hold a high bar for quality work.  
Ø Ability to work and communicate with stakeholders at multiple levels of an organization. 
Ø High proficiency with MS Word, Excel, PowerPoint, & Outlook 

 
EXPERIENCE REQUIREMENTS: 
 

Ø Job related experience 
 
SPECIAL KNOWLEDGE/SKILLS: 
 

Ø Strong communication, organizational and interpersonal skills 

ESSENTIAL PERFORMANCE RESPONSIBILITIES: 

Ø Manage the leadership teams calendars, requiring interaction with internal and external contacts, to coordinate a 
variety of executive meetings 

Ø Return calls and emails promptly and efficiently on behalf of Legacy the School of Sport Sciences and the 
executive leadership team, with the ability to distinguish urgent needs and act accordingly 

Ø Prepare materials for a wide range of meetings with stakeholders including, but not limited to, internal staff, 
donors, state agencies, and the Board of Trustees 

Ø Assist with the creation of PowerPoint presentations, reports, and other written materials 
Ø Proofread communications going out on behalf of the leadership team 
Ø Coordinate orders, deliveries, and coordinate with vendors as needed 
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Ø Attend meetings with the executive leadership team to take detailed notes and support with the execution of key 
action items 

Ø Participate in special projects that contribute to the overall goals of Legacy the School of Sport Sciences 
Ø Proactively plan days and weeks ahead to ensure Legacy’s leadership team is well positioned to execute their 

roles 
Ø Serve as the campus site coordinator. 
Ø Provide academic and student support services to increase retention and persistence. 
Ø Provide individualized academic support guidance and group workshops on such topics as study skills, time 

management, test-taking, and college adjustment. 
Ø Work with faculty to identify and refer high risk students through Legacy the School of Sport Sciences’ early alert 

program 
Ø Work with faculty to assist with the coordination, scheduling, outreach, and promotion of Legacy the School of 

Sport Sciences’ programs and services  
Ø Market programs and services and monitor student participation and use 
Ø Monitor and plan campus program operating budget  
Ø Develop and maintain close working relationships with academic departments  
Ø Develop and maintain close working relationships with external community agencies and other student support 

referral sites  
Ø Develop reports and documents as requested  
Ø Oversee campus-based peer tutoring program and New Student Welcome Day activities  
Ø Assist with one or more system-wide programs such as tutor training, workshop development and new student 

orientation and welcome activities  
Ø Participate in campus activities, including committee work and other campus events  
Ø Work collaboratively in a diverse, inclusive and student-centered environment, with students from various 

learning styles, cultures, identities, and life-experiences.  
Ø Perform other duties as assigned 

 
OTHER REQUIREMENTS: 
 

Ø Ability to communicate effectively in written and oral forms. 
Ø Ability to maintain emotional control under stress. 
Ø Ability to interpret, procedures and data. 
Ø Ability to lift and carry up to 10 pounds, stoop, bend, pull, push, climb and frequently stand. 

ACKOWLEDGMENT: 

I have carefully read and understand the content of this position job description. I understand the responsibilities, 
requirements, and duties expected of me. I understand that this is not necessarily an exhaustive list of 
responsibilities, skills, duties, requirements, efforts or working conditions associated with the positions. While 
this list is intended to be an accurate reflection of the current position, the employer reserves the right to revise 
the functions and duties of the position or to require that additional of different tasks be performed as directed by 
the employer.  

I understand that I may be required to work overtime, different shifts or hours outside the normally defined 
workday or workweek. I also understand that this position description does not constitute a contract of 
employment nor alter my status as an at-will employee. I have the right to terminate my employment at any time 
for any reason and the employer has a similar right.  

Approved by: ________________________ 
              Kerrie Patterson-Brown   4/20/2020 
   

Employee Signature: ___________________  _______________ 
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The employer is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
employer will provide reasonable accommodations to qualified individuals with disabilities and encourages 
prospective employees and incumbents to discuss potential accommodations with the employer.  

This description describes the general responsibilities and requirements for the stated position and in no 
way is an exhaustive list. Legacy the School of Sport Sciences maintains the right to assign or reassign 
responsibilities to this position at any time.  

 

 

 

 


