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POSITION ANNOUNCEMENT: 
Executive Assistant to the CEO 
Every school . . . safe, supportive, engaging, and inspiring. 

 
 
 

Who We Are 
Center for Supportive Schools is a fast-paced, collegial, and team-oriented organization wholly committed 
to helping schools become places where students want to be. Our work directly addresses student 
disengagement, a root cause of diminished academic performance, students dropping out of school, and 
other high-risk student behaviors. We partner with schools in three areas: developing all students into 
leaders; empowering teachers to collaborate with each other and with students; and engaging entire school 
communities to improve how learning happens.   
 
CSS is driven by the vision that one day, all students will thrive in schools that graduate them prepared for 
the rigors of college and lives filled with meaningful work, active citizenship, and personal fulfillment. 
Founded in 1979, we are a national organization currently impacting 45,000 students annually and 
committed to supporting every K-12 school in the country. Most of our partners are economically 
disadvantaged communities where the consequences of student disengagement can be most devastating. 
For more information, please visit www.supportiveschools.org.  
 
Who You Are 
You are a highly motivated and organized individual, with experience providing executive-level support, 
looking to join a team of smart, driven professionals in a rapidly changing, highly collaborative, and 
mission-driven environment. You are deeply attuned to the needs and responsibilities of the executive and 
are able to prioritize and plan accordingly with little guidance. You are energetic and thoughtful when it 
comes to working with others and communicating effectively, and as such, you are a skilled manager of 
relationships. You are highly organized and maintain exceptional attention to detail. You are excited by the 
prospect of your behind-the-scenes contribution to making every school safe, supportive, inspiring, and 
engaging and are committed to mirroring that atmosphere in-house with colleagues. You are impassioned 
to join an organization committed to diversity, inclusion, and equity. More than anything else, you want 
to make a difference.  
 
The Role and What You’ll Do 
You will provide executive support to CSS’s President and CEO by managing his calendar, 
communicating with others on his behalf, and performing administrative duties as directed and requested. 
You will serve as a key member of the CEO’s team and play an important role in maintaining the team’s 
effectiveness. You will help CSS meet its goals by: 
 
Supporting the CEO 

 Assist the CEO with daily administrative duties and complete a broad variety of administrative tasks 
that include managing an active calendar of appointments; taking notes at meetings; composing and 
preparing correspondence; arranging complex and detailed travel plans, itineraries, and agendas; 
preparing documents for meetings; and preparing expense reports 

 Coordinate meeting logistics, both internally and externally, both for individual meetings and group 
meetings involving the CEO 
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 Communicate with internal teams and other staff as needed to provide support with Board meetings, 
strategic activities, development events, and other matters 

 Draft emails, letters, and other correspondence as directed, and format documents 

 Support CEO in any external commitments related to CSS, including service on external boards, 
committees, and other groups 

 Provide assistance as needed to front desk operations including, but not limited to, answering phones, 
accepting packages and other deliveries, lunchtime relief, and greeting and signing in visitors/guests 

 Perform other duties as assigned 
 
Supporting the National Training Team 

 Manage the participant invitation, registration, and follow-up processes for all regional and national 
Peer Group Connection trainings happening across the organization utilizing Splash event 
management software and Google Sheets  

 Create nametags and participants lists for trainings, with the highest level of attention to detail to 
ensure they are error-free 

 Attend training events on an as-needed basis to organize registration and coordinate on-site logistics 

 Provide as-needed assistance to assembling materials for PGC trainings and meetings  

 Provide support to the Director of Curriculum & Training and National Training Team, including 
but not limited to document proofreading and editing, research, and reconciliation of training 
invoices  

 
What You’ve Done 
Professional Experiences and Personal Qualities/Skills: You have experience providing 
administrative support, ideally in a nonprofit setting. You are comfortable and thrive in a fast-paced and 
growing organization. In addition, you have likely had the following experiences and have demonstrated 
the following attributes: 

 Strong organizational skills and intuitive thinking that reflect ability to perform and prioritize multiple 
tasks seamlessly with excellent attention to detail 

 Strong interpersonal skills and the ability to build relationships and work with a broad range of people 

 Advanced skills in MS Office, including MS Word, Outlook, Excel, and PowerPoint; Google Suite as 
necessary; ability to learn new software 

 Ability to work independently and with professional discretion 

 Proven track record of identifying problems and taking initiative to offer solutions 

 Exceptional writing, editing, grammatical, organizational, and research skills 

 Exceptional time-management and problem-solving skills 

 Ability to maintain confidentiality as related to sensitive information 

 Preference given to candidates with three or more years of related experience supporting an executive 
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Location 
The Executive Assistant to the CEO will be based at CSS’s New Jersey (Princeton) office.  
 
Schedule, Salary, and Benefits 
The anticipated starting date for this position is Spring 2019. The salary is competitive and based on 
experience. CSS offers a comprehensive and competitive benefits plan, including health, dental, and vision. 
 
To Apply 
Interested applicants are requested to apply immediately by emailing a cover letter, salary requirement, and 
CV/résumé to resumes@supportiveschools.org. Please include (1) the title of the position in the subject 
line of your email and (2) where you found the position posting in your cover letter. If possible, please 
email all documents in PDF format. People of color are strongly encouraged to apply.  
 
Center for Supportive Schools is an equal opportunity employer committed to inclusive hiring and 
dedicated to diversity, inclusion, and equity in its work and staff. CSS’s Equal Employment 
Opportunity and Affirmative Action related policies are available upon request. 


