
 
 

We’re Hiring an Executive Assistant! 
 
Mary’s Place provides safe and inclusive shelter and services for women, children and families on their 
journey out of homelessness. We operate a women’s day center and several 24x7 family 
centers/shelters in King County. We serve hundreds of families–moms, dads, and children–providing a 
safe place for them to be inside and together at night, along with food, showers, clothing, and access to 
housing and employment resources. We believe that no one’s child should sleep outside. 

Valuing diversity and championing equity are core values at Mary’s Place. Mary’s Place is an equal 
opportunity employer with a culturally diverse work environment and a commitment to social justice. 

Position Description 

The Executive Assistant (EA) will provide front line administrative support, performing a broad range of 
duties for the Executive Director (ED).  
 
The ideal candidate is highly motivated, professional, and capable of managing a diverse workload while 
prioritizing tasks in a fast paced environment. Will be responsible for a versatile task list, exercising 
independent judgment in handling correspondence, preparing and distributing reports and presentation 
materials while providing project support, scheduling and calendar support, and general administrative 
duties in a collaborative environment. 
 
Key Responsibilities   

• Works directly with the ED throughout the day to assist in delegating tasks, enabling ED to focus 
on strategy and operations 

• Responsible for high level calendaring of ED and other attendees for meetings and appointments 
• Assists development team in organizing speaking engagement requests and assigns to 

appropriate team member when necessary 
• Composes and manages confidential correspondence, reports, and other documents 
• Manages all communications on behalf of ED, including but not limited to: mail, email, thank you 

notes, telephone, meetings, reports, copying, filing, etc. 
• Updates and maintains all contacts and files regularly 
• Prepares documents and records as requested, such as agendas, notices, minutes for meetings 
• Prepares presentations for all engagements of ED 
• Serves as ambassador to clients, guests, Board of Directors, and other employees or vendors 

interfacing with the ED by creating a welcoming environment (in person or over the phone) and a 
high level of professionalism 

• Anticipates needs of ED, and ensures a consistent and open line of communication 
• Assists with needed tasks of Executive Leadership Team as determined by ED 
• Supervises and delegates work to Office Manager 
• Prepares and submits monthly expense reports in a timely manager 
• Maintains a highly functional and organized work environment 
• Upholds a strict level of confidentiality 
• Other duties as assigned 



 
Skills/Qualifications  
 

• College degree preferred and at least five years of executive level administrative support, 
experience with non-profits preferred 

• Manages time and prioritizes effectively 
• Ability to orchestrate multiple activities at once to accomplish goals 
• Dedicated to meeting the expectations of the Executive Leadership team, community partners, 

and guests  
• Builds rapport easily; relates well to all kinds of people inside and outside the organization 
• Composed and cool, ability to hold things together under pressure 
• Comes up with creative and unique ideas and solutions 
• Action-oriented, enjoys working hard and is able to move forward decisively to get work done 
• Ability to excel in a collaborative environment and independently 
• Excellent oral and writing skills 
• Goal-oriented and exhibits high level of business acumen 
• Establishes and maintains effective relationships with clients and gains their trust and respect 
• Proficient in Microsoft Office, expert in Microsoft Outlook 
• Experience with Raiser’s Edge and Blackbaud a plus 
• Highly motivated, resourceful, flexible, and possesses a positive attitude and sense of humor 
• Strong understanding of and commitment to the Mary’s Place mission of empowering homeless 

women, children, and families 
• Attention to detail, interacting with others in-person and through email, using critical thinking 

skills to strategize, develop and implement business plans, create and edit documents, listen and 
participate verbally at meetings. 

Physical Requirements 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. 

• While performing the duties of this job, the employee is regularly required to talk and hear. 
• The employee is frequently required to stand, walk, use hands to finger, handle, or feel, type, 

and reach with hands and arms; and requires the ability to occasionally push, pull, lift and/or 
carry supplies up to 25 pounds. 

• The employee is required to perform physical and repetitive motions 
• Work takes place in a social services environment where long periods of sitting, working on a 

computer, walking to various work areas, going up and down stairs, and standing are required. 
• Travel to program sites and meetings outside the office and around the county are necessary. 
 

Details 

This is a full-time exempt position. Salary to be determined DOE. Mary’s Place offers a flexible work 
environment and full medical benefits. Mary’s Place is an Equal Opportunity Employer.  

How to Apply 

Applications accepted until the position is filled. Please send cover letter to noralees@outlook.com. No 
phone calls please; only applicants selected for interviews will be contacted. 


