Job Title: Part-Time Executive Assistant

Location: OneZone Chamber Office, 11313 USA Parkway, Suite B106, Fishers, IN
Reports To: President & CEO & Chief Operating Officer
Job Type: Part-Time (Monday - Thursday, 9:00 AM - 2:00 PM)

Job Summary:

The Part-Time Executive Assistant provides high-level administrative support to the President & CEO, ensuring
seamless daily operations and enhancing efficiency within the chamber. This role involves managing schedules,
handling communications, maintaining records, and supporting member relations. The ideal candidate is highly
organized, detail-oriented, and capable of handling confidential matters with professionalism.

Key Responsibilities:

Executive Support to the President & CEO:

e Manage the President & CEO’s calendar, schedule meetings, and coordinate appointments.
e Prepare and organize materials for meetings, presentations, and speaking engagements.

e Draft and edit correspondence, reports, and other executive communications.

e Handle confidential information with discretion and professionalism.

e Coordinate travel arrangements and prepare expense reports.

Office & Administrative Support:

e Point of contact for OneZone Chamber, handling phone calls, emails, and visitor inquiries.
e Manage office supplies, equipment, and vendor relationships as needed.
e Track deadlines and follow up on action items for the President & CEO.

Qualifications & Skills:

e Proficiency in Microsoft Office (Word, Excel, Outlook, PowerPoint).

e Excellent organizational, communication, and customer service skills.

e Ability to multitask and work independently in a fast-paced environment.
e Strong discretion and confidentiality when handling sensitive information.

Work Environment & Schedule:

e Part-time role, Monday - Thursday, 9:00 AM - 2:00 PM (20 hours per week).
o No weekend hours; work occurs during regular business hours.
e This position s fully in-office at OneZone Chamber.



