
 
 

Title: Executive Assistant 
Reports To: CEO 
Salary: 55 - 60K 
Benefits: Medical, Dental, flexible work schedule, generous vacation package 
Schedule: 8am-5pm weekdays with occasional early mornings, late evenings, weekends and 
travel (in and out of state) required. 
  
 

Who We Are 
 
Center for Equity and Inclusion is a minority owned, Portland-based consulting business 
specializing in advancing equity, diversity, and inclusion in organizations nationwide.  Our 
mission: To transform the way we work and live with one another. We work with clients of all 
kinds –nonprofit, private sector, civic, education, foundation – to create spaces where all 
people can thrive. 
 
Four years ago, we were a team of three. Today, we are a team of 18 and growing.  We are 
hard-working and dedicated to what we do, and our success in serving over 100 organizations 
since our launch is a testimony to our commitment. Our office is constantly busy with 
facilitated learning sessions with clients, collaborative meetings with partners, and laughter 
between staff.   
 
Today we’re excited to introduce a new role at CEI: Executive Assistant to the Chief Executive 
Officer (CEO). The person that will step into this vital role brings expertise, commitment to our 
mission, and an eagerness to learn and grow with us.  
 
 

Position 
 
The Executive Assistant (EA) will provide comprehensive support to CEI’s CEO and serve as a 
critical coordination and communication link between the CEO and the Executive Leadership 
Team.  The EA is a confident, capable Executive Administrative professional – someone who 
has successfully managed one or more C-level executives for three or more years, who can 
assume all levels of administrative responsibilities associated with supporting the CEO while 
being focused on supporting execution of organizational priorities and projects, who never lets 
an executive enter a meeting/session unprepared, and who manages day-to-day efforts in a 
manner that appears seamless.  The EA is a listener and confident in her/their/his voice. The EA 
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is professional, flexible, always prepared, and easily takes initiative in CEI’s fast-paced, dynamic 
start-up environment. Most of all, the EA values and models a learning mindset. 
 

Regarding CEI’s vision and mission, the EA will participate in ongoing personal and professional 
development associated with equity and inclusion.  Being willing to explore and engage in 
challenging conversations and self examination are critical requirements of this position. 
  

Responsibilities include:  
● Management of administrative tasks in support of the CEO including  

○ Coordinating the CEO’s calendar 
○ Scheduling, and, when necessary, attending internal and external meetings  
○ Tracking all events both personal and professional 
○ Monitoring and when necessary responding to CEO e-mail 
○ Preparing and editing correspondence, communications, presentations and 

other documents for C-Suites using Word, PowerPoint, Google Slides and other 
programs 

○ Managing event preparation, travel and other logistics in partnership with clients 
for CEO speaking and offsite training events  

○ Reconciling CEO expenses (experience with Expensify a plus)  
● Management of CEI’s onsite training and work session logistics: room set-up, catering 

requests, ordering and preparing materials, and client communication 
● Attendance at high-level meetings with CEO and external clients; note taking, task and 

deliverables tracking and follow-up communication 
● Oversight of projects, when necessary, within the CEO’s portfolio - including client 

communication, coordination and deliverables tracking  
● Handling of highly confidential, proprietary, and time-sensitive materials in a 

professional and discreet manner 
  
The ideal candidate possesses: 

● Experience working in people-of-color led organizations and/or within diverse 
workplaces 

● Strong. cross-cultural communication and interpersonal skills 
● 3-5+ years executive support experience with C-Suites*  
● 2-3+ years project management/ event management/ portfolio management 

experience* 
● Superior organizational skills, accuracy and attention to detail  
● Ability to multitask and react with appropriate levels of urgency and flexibility 
● Ability to travel to support CEO with client work and/or events  
● Self-motivated and proactive with a strong work ethic 
● Expertise in Microsoft Office Suite (Word, Excel, PowerPoint) and Google Office Suite. 

Teamwork or other Project Management systems expertise a plus.  
*other comparable positions that fulfill these position requirements will be considered 
 

Position is based out of Portland, Oregon and reports to work at the CEI main office.  Full-time 
schedule is typically, 8am-5pm weekdays.  Occasionally, schedule may be adjusted to include 
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early mornings, late nights, weekends and travel (10-15% of time) within and outside of the 
state.  
 
To Apply: 

● Please email your cover letter and resume (or anything that demonstrates experience 
relevant to this position) by January 13th to info@ceipdx.org and indicate the position 
title in the subject line. Submissions will be accepted until January 13, 2020 end of day.   

 
 

CEI is a diverse and inclusive community.  We are committed to creating environments where 
everyone can thrive. CEI appreciates and welcomes diversity in all its forms and encourage 

candidates of color to apply. 
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