



NATIONAL ASSOCIATION OF REALTORS®
Job Description
Job Title:
EXECUTIVE ASSISTANT



Department:
Administrative




Status:   F/T
FLSA Status: (do not complete)
Reports to:     Chief Staff Executive (CSE)
Revision Date:    8.2.17
Number of Direct Reports:
Disclaimer: Please note that this sample job description is for consideration and reference only, with the hope that it is a helpful resource.  It is not policy, and there is no requirement to use this sample.  It is not intended to represent the best, or the only job description for this position.  The needs and interests of each association vary, therefore, an association must craft and tailor the job description that is most suitable and appropriate for the association’s needs and interests.  
POSITION SUMMARY:

A skilled professional who provides a wide range of supportive administrative services for the Chief Staff Executive (CSE) with minimum guidance, in a confidential manner.  This individual must be knowledgeable of all association activities, as well as NAR policies, procedures and operations.  
ESSENTIAL FUNCTIONS:
Clerical
· Managing files and records.

· Knowledge of email system. 

· Designing forms and handling overall general office procedures.

MEETINGS

· Communicates with membership via broadcast e-mail, education updates and other member emails using AMS or other email system.

· Designs forms, flyers and notices for various meetings and events as requested and needed.

· Assists in editing, and maintaining the association website.

· Maintains a calendar of all meetings and classes; coordinates with CSE’s calendar.

· Assist CSE in formulating agendas and organizing  membership meetings.
CLASSES

· Coordinates with CSE and education chair in preparation for class attendance including all aspects of registration, collecting monies, registering attendees and preparation of classroom on the day of the event

· Tracks continuing education class and seminar registrations and create class rosters and CE certificate, and record attendance in National REALTORS® Database System (NRDS). 

· Maintains attendance verification for education classes and programs and provides continuing education credit hour forms for attendees

· Participates in orientation, working with the CSE and education chair as requested and needed.

· Attends the association general membership meetings and other special association events, assisting in set up, preparation and registration of the events.
COMMITTEE AND BOARD OF DIRECTORS

· Works directly with Education Committee as staff liaison following through with class instructor detail
· Assists in PAC fund raising drive(s), working with chair and government affairs director, as needed.

· Provides secretarial functions for taskforces and committees to include recording of minutes and notes, preparation of sign in sheets and agendas, notification of meetings and other duties as instructed by CSE and education chair.

MISCELLANEOUS

· Answer phone calls, handling situation whenever possible and/or forwarding to proper party

· Order office supplies as needed, coordinating with CSE
· Open, sort, and distribute incoming correspondence, including faxes and email
· All other duties as assigned by CSE
QUALIFICATIONS:
· 3 or more years administrative experience 
· Knowledge of administrative and clerical procedures and systems such as word processing. 

· Proficient in technology, computer programs and maintenance of website and social media
· Real estate experience is helpful but not required
· Highly effective at “multi-tasking”
· Excellent written and verbal communication skills
· Attention to detail and extremely organized
· Exceptional customer service and support skills
· A good team player
WORK ENVIRONMENT AND PHYSICAL DEMANDS:
· Ability to walk, stand, and sit (including on the floor) for long periods of time

· Must be able to lift and carry supplies weighing up to 20 pounds

· Ability to stand or sit while maintaining alertness for several hours at a time

· Position may require bending, leaning, kneeling, and walking

· Ability to speak concisely and effectively communicate

· Visual and auditory ability to respond to critical situations and physical ability to act swiftly in an emergency
· Ability to view/enter data for long periods of time.


