
 

 

 
 

Executive Assistant to the CEO 
 
 
AGENCY PROFILE 
The Accrediting Commission for Community and Junior Colleges (ACCJC) works to ensure and 
enhance the quality and effectiveness of 133 member community colleges in California, Hawai`i, 
and the Pacific Islands. The agency facilitates a complex peer review process that impacts the 
educational experience of several million students. As a non-governmental, non-profit service 
organization, ACCJC staff engage with educational professionals who are passionate about 
student success. 
 
POSITION SUMMARY 
The responsibility of this role is to provide executive-level administrative support, acting with 
little supervision and taking initiative to anticipate needs and solve problems. The ideal candidate 
has an extensive history of working with complex issues, ensuring high-quality outcomes, and 
interacting with others in a highly professional manner. Diplomacy, sound judgment, and 
excellent communication skills are essential to this role. Specific responsibilities include: 

• Support the work of the Chief Executive Officer by facilitating various forms of 
interaction with members, including through phone, email, and in-person interactions 

• Schedule and arrange individual and group meetings and conference calls; format 
agendas and supporting materials for such meetings; take and disseminate minutes 

• Process a broad range of confidential communications and documents 
• Assist with travel planning for the CEO, including calendar coordination, itineraries, 

flight and hotel arrangements, and materials preparation for related meetings 
• Manage digital and hard-copy files 
• Interface with the members of the agency’s Commission related to Commission meeting 

agendas, documents, and logistics 
• Assist in preparation of presentations using PowerPoint and other media 
• Create, update, and modify reports, including use of graphic presentation of data 

 
QUALIFICATIONS  
The ideal candidate will possess the following qualifications and competencies: 

• At least 5 years of increasingly responsible executive-level administrative experience 
• Bachelor’s degree required; Master’s degree a plus 
• Experience interfacing with a Board of Directors or similar governance body 
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• Strong knowledge with the Microsoft Office Suite, particularly Word, Excel, Outlook, 
and PowerPoint 

• Professional-level written and oral communication skills, including critical editing skills 
for written materials  

• The ability both to work in collaboration with a team and to work autonomously  
• A work ethic that prizes continuous improvement 
• Familiarity with the concepts and issues related to higher education is a plus 
• High ethical and professional standards  

 
APPLICATION PROCESS 
Please submit a statement of interest and qualifications. Include a résumé that addresses work 
experience and academic qualifications. Provide contact information for four references; they 
will be contacted only with the applicant’s permission later in the process. The position is open 
until filled. Priority attention will be given to applications received by August 25, 2017. Send 
application materials as email attachments to rwinn@accjc.org 
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