East Europe Foundation

Job Description
Title: 

Executive Secretary/Personal Assistant
Reports to: 

President 

Location:

Kyiv, Ukraine


Position Summary
Provides administrative assistance to President and office.


Principal Duties and Responsibilities
The primary responsibilities of the Secretary/Personal Assistant include, but are not limited to the following:

· Tracks and maintains President’s schedule;

· Provides support in organization of meetings and negotiations with high level business, government and diplomatic officials;

· Tracking of EEF Board of Directors documents;

· Enters information into data base;

· Answers the phone, transfers calls, takes messages, sends / receives faxes;

· Greets office visitors and directs them to the appropriate staff person;

· Provides administrative support to the office, such as photocopying, printing etc.;

· Sends, receives and logs EEF correspondence;

· Translates letters / documents / web site and PR material from English into Ukrainian and Russian languages, and vice versa;

· Books tickets / hotels, and ordering transportation and other errands.


Qualifications
Education: Bachelor’s degree. 

Other: FLUENT English, Ukrainian, and Russian translation skills.  Three years of experience in similar position.  Strong computer skills are required. Able to handle responsibility. Works well in a team. Good communications skills, a highly motivated self-starter, ability to work in rapidly changing conditions. 

These responsibilities may be amended per need.

