
JOB DESCRIPTIONPRIVATE 

Dane County Humane Society (DCHS)
Job Title:
EXECUTIVE ASSISTANT 
Reports to:
EXECUTIVE DIRECTOR

Scope of Position:  Performs administrative duties for executive management. Responsibilities may include communications, making meeting arrangements and preparing notes, special projects and reports, and committee coordination and facilitation.  Requires strong computer program and internet skills.  Flexible schedule with some ability to work from home, excellent interpersonal skills, project coordination experience, and the ability to work well with all levels of internal management and staff, as well as outside partners, clients, and vendors.  This is a full-time position (40 hours per week).

Duties and Responsibilities:
1. Create meeting agendas, scribe notes, prepare meeting minutes and distribute.
2. Assist with maintaining current employee handbook and new employee orientation packets.

3. Provide coordination and support for DCHS Operations Committee.
4. Provide coordination and support for DCHS Pilot Pitbull Committee.

5. Coordination and support for DCHS’s role in Disaster Planning.

6. Coordination of training and seminars as assigned by Executive Director.

7. Complete DCHS projects as assigned by Executive Director.

8. Complete Wisconsin Federated Humane Societies tasks and special projects as assigned by Executive Director.

9. Complete clerical and administrative tasks as requested by Executive Director.
Qualifications:
1. Requires strong computer program and internet skills.
2. Good communication, research, and writing skills.

3. Well organized and dependable.

4. Project coordination experience preferred.

5. Acquire and possess a thorough understanding and dedication to the philosophies of animal welfare.

I have read, understand, and accept this job description and understand it will serve as the guide for my professional development. I further understand that DCHS has the unilateral discretion to modify this job description.

________________________________________________        ______________________
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