
MERCY HOUSING  

 

EXECUTIVE ASSISTANT 

Supervisor: Mgr, Executive Support Services Approved By: Audrey Stepp Approved Date: 10/2007, r 10/2016 

Job Code: ADM002 Pay Scale: NE7 FLSA: Non Exempt Category: Administrative Support  

 

 

GENERAL DESCRIPTION: Provide coordination and administrative support to the Executive 

Leadership Team and/or Senior Leadership Team, as a member of the Executive Support Services 

Department.  Interact with a wide variety of internal and external personnel including senior management, 

board members and committees, business partners, and staff. 

 

I. QUALIFICATIONS: 

 

Education: High school diploma required.  Associate’s or Bachelor’s degree preferred.  Additional 

specialized training in office and business management required.   

  

Experience: Minimum of 5 years experience preferred in a wide variety of increasingly responsible 

secretarial and administrative functions in positions, which require the ability to work both 

as a team member and independently. 

  

Job Type: Hourly 

  

Abilities:  

  Take initiative, work independently, flexible, accurate, and detail oriented. 

  Strong organization, set up and maintain coherent files and filing systems. 

  Intermediate proficiency with a MS Office applications suite.  

  Strong interpersonal skills/ability to interact and work cooperatively and effectively 

with a wide range of people and as part of the Support Services Team. 

  Effectively and accurately communicate, both orally and in writing. 

 Thorough knowledge of correct English usage, grammar, spelling, vocabulary, and 

punctuation are essential.  Must be able to utilize these skills to edit written 

material. 

 Work under pressure with interruptions and still meet deadlines. 

 Treat a variety of people with Respect and Compassion. 

 Represent Mercy Housing in a professional manner at all times. 

 Understand a commit to the values of Mercy Housing 
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II. ESSENTIAL JOB FUNCTIONS/RESPONSIBILITIES 

 

A. TECHNICAL/FUNCTIONAL                            

 

1. Performs duties of a confidential nature. 

 

2. Creates, composes, and prepares correspondence.  Copies and distributes correspondence and 

information. 

 

3. Files and maintains all correspondence/communication and information in appropriate 

action/permanent file. 

 

4. Prepares spreadsheets and presentations. 

 

5. Maintains and manages calendars; coordinates travel and meeting arrangements.  Schedules and 

coordinates meetings and conference calls. 

 

6. Maintains records on credit card accounts and manages expense reporting. 

 

7. Acts as liaison with staff, management, and external business partners. 

 

8. Providing administrative support to projects as needed. 
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B. AMERICANS WITH DISABILITIES ACT (ADA) REQUIREMENTS  

 

Physical: Able to push, pull, lift, or carry objects under ten pounds.  Perform moderately difficult 

motor skills such as operating computer keyboard.  Frequently walk, stand, and sit for 

prolonged periods of time. 

 

Sensory: Able to read fine print in written documents and use visual discrimination in reading 

documents, including color discrimination.  Distinguish normal sounds with some 

background noise, as in answering telephones.  Able to speak clearly and make self 

understood while also understanding others using the English language. 

 

Cognitive: Continuously able to concentrate on fine detail with constant interruption.  Frequently 

attend to task/function for more than 60 minutes at a time.  Must understand and relate to 

the theories behind several related concepts.  Continuously remember multiple 

tasks/assignments given to self and others over a long period of time. 

 

Environmental Conditions: Function in a general office environment under normal conditions (heated 

and air-conditioned building).  Frequent exposure to electro-magnetic radiation as in CRTs. 

 Infrequent exposure to hazardous chemicals. 

 

Equipment: Ability to operate personal computers and standard office equipment (copy machine, fax, 

overhead projector, calculator, etc.). 

 

III. OTHER FUNCTIONS  

1. Other duties as assigned.  

2.    

I have reviewed and understand the essential functions, values-based behaviors, and ADA requirements of 

this job description and am able to perform each function   

PLEASE CIRCLE ONE (1):  WITH or WITHOUT accommodation.    

I further acknowledge that this job description is a general description of the duties of this position and 

changes in responsibilities may be required by my supervisor periodically.  

 

_____________________________________________ ______________________________ 

Signature        Date 

 

____________________________________________ 
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Print Name  
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IV. VALUES-BASED BEHAVIORS       

 

1. Listens attentively to others.  Asks clarifying questions to gain a better understanding of the other 

person’s views and assumptions.  Is compassionate for the life circumstances of others. 

 

2. Works effectively in a team environment and actively participates in joint problem solving; willingly 

cooperates with co-workers. 

 

3. Identifies and takes advantage of opportunities for personal and professional development. 

 

4. Coaches and encourages individual employees and teams.  Encourages the professional and 

personal development of staff.  Positively recognizes the accomplishments of staff in own work group 

and other areas of Mercy Housing. 

          

5. Comes to meetings prepared and on time; honors work commitments; follows through on what was 

agreed upon; meets agreed upon deadlines. 

 

6. Collaborates with other work groups, Mercy Housing organizations, and outside organizations as 

appropriate, in a proactive and responsive manner. 

 

7. Honors the private and confidential matters of co-workers.  Protects the proprietary information of 

Mercy Housing. 

 

8. Follow rules, regulations, and policies.  Positively contributes to implementing changes. 

 

9. Communicates courteously and effectively with others.  Sets clear expectations. 

 

10. Reinforces the importance of the core values within the work group and the larger organization by 

acknowledging behaviors that demonstrate or reflect Respect, Justice, and/or Mercy. 

 

11. Deals with issues directly, in a respectful and timely manner.  Approach focuses on resolving the 

issue while not criticizing the person. 
 

 


