
 FINGER LAKES WORKFORCE INVESTMENT BOARD, Inc. 
 
 JOB DESCRIPTION 
 
 
JOB TITLE: Executive Assistant 
 
 
GENERAL DESCRIPTION:  Assists the Executive Director and staff with general office 
coordination, maintaining confidentiality of all information received and used in the 
performance of duties and responsibilities.  Provides administrative and clerical support to the 
Executive Director, Board of Directors and FLWIB staff.  Maintains positive and professional 
communication with the contacts of the Executive Director, including Board members, staff, 
other partners and general public, whether in person, over the telephone or in 
correspondence.  Also responsible for assisting in marketing efforts, maintaining social media 
sites including website and developing and maintaining reports. Other related duties as 
required. 
 
 
PRIMARY DUTIES AND RESPONSIBILITIES: 
 

BOARD AND COMMITTEE RESPONSIBILITIES—40% 

1. Schedule and attend all Board and Committee meetings 

2. Prepare and distribute agendas, resolutions and minutes 

3. Maintain all member and partner correspondence 

4. NYSDOL Governance Compliance 

5. Quarterly training reports 

6. Create forms as required 

 

ADMINISTRATIVE SUPPORT—20% 

1. Payroll backup 

2. Sets up and maintains files of administrative and Board related records 

3. Checks - prepare for mailing including copying when necessary, log in mail log, and file. 

4. File ITA/OJT paperwork, payroll, county vouchers 

5. Purge files and prepare for archives as needed; maintain archive files for retrieval 

6. Opening and distribution of mail 

7. Order and maintain office supplies 

8. Fundraising and budget oversight for events 



 

MARKETING AND COMMUNICATION—40% 

1. Annual report 

2. Monthly traffic and participant reports 

3. Maintain and monitor website and social networking sites(linked in and FB) 

4. Coordinate and schedule all events 

5. Prepare and follow up on press releases; maintain relationship with local media 

6. Prepare fliers and posters as required 

7. Monitor campaign activities 

 
KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS: 
 

 Ability to handle multiple assignments simultaneously and meet deadlines in a fast-
paced, complex environment 

 Exceptional interpersonal, communication (both oral and written), organizational, and 
time management skills 

 Experience handling sensitive and confidential business matters and information with 
discretion 

 Extensive experience in office administration and exposure to administrative support 
responsibilities in a senior management environment 

 Collaborative, with the ability to interface with all levels of internal and external staff 
. 
 
MINIMUM QUALIFICATIONS: 
 

 A.A.S. degree with a major in business administration or related field and three (3) 
years related experience, or equivalent combination of the above.   

 Excellent computer and communication skills.   

 Must have demonstrated abilities to conduct business in a professional and confidential 
manner.   

 Must possess driver’s license. 

 The position may require flexibility in daily schedule due to meetings and events. 
 
Salary DOE   
 
Please send resume to:  
Karen Springmeier, Executive Director 
Finger Lakes Workforce Investment Board, Inc 
41 Lewis St., Suite 104 
Geneva, NY 14456   
or 
 e-mail to kspringmeier@fingerlakesworks.com 

mailto:kspringmeier@fingerlakesworks.com

