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	EXECUTIVE ADMINISTRATOR

	Approved Date:  December 15, 2010
	

	Job Code:  
	FLSA : Exempt    


JOB SUMMARY:  Under direction of the Chief Operating Officer, keeps official corporate records and executes administrative policies determined by or in conjunction with other officials. Coordinates Marketing and business development projects including proposals, qualification documents, presentations and other marketing materials as requested. 
The following duties are intended to provide a representative summary of the major duties and responsibilities and ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification.  Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.
REPRESENTATIVE DUTIES
Oversees and administers the risk management and worker’s compensation programs. Makes purchasing recommendations and manages various liability, property and specialty insurance policies. 
Reviews current insurance legislation to determine necessary changes in insurance requirements and coverage

Basic OSHA and EPA reporting.

Manages the Chief Operating Officers calendars and schedules appointments. Organizes programs, events, meetings or conferences by arranging facilities and caterers, issuing information or invitations, coordinating speakers and controlling events budget.
Prepares agendas, notices, minutes and resolutions for corporate meetings. Takes and transcribes dictation and composes and prepares confidential correspondence, reports and other complex documents. 

Performs complex and confidential secretarial functions including developing and typing taped dictation or written correspondence. Responds to routine external correspondence. Types memos, purchase requisitions, payment request and other department forms and documents.

Arranges complex and detailed travel plans and itineraries, compiles documents for travel-related meetings for Tikigaq Corporation. 

Maintains confidentiality of all corporate, personnel and research matters. 

Produces company newsletter. Reconciles corporate credit card accounts. 

Reviews RFP and bid/qualifications request documents so that the client requirements are clearly understood. Works with BD Practitioners to prepare the responsibility and compliance matrix. Work with BD Practitioners to prepare a proposal schedule that includes ample time for document development, all reviews, production and delivery. 

Organize all technical written materials supplied by support groups including organization of sections, tables, exhibits, and attachments. Monitors marketing and proposal collateral for accurate content and consistency and compliance.

Represents TKIKIGAQ Corporation in external contact with partners, agencies and outside counsel as required. Assists and supports TIKIGAQ Corporation leadership in developing current and long-range TIKIGAQ Corporation goals and objectives, and in the achievement of those goals and objectives. Performs other duties as assigned or required. 

Provides leadership, direction, and guidance to assigned staff.  Develops goals and priorities in conjunction with employees, and assigns tasks and projects.  Develops staff skills and training plans.  Counsels, trains, and coaches subordinate staff.  Implements corrective actions and conducts performance evaluations. 

Develops, manages and monitors project budgets and contracts.  Completes internal and external written and oral reports professionally and in a timely manner.  Coordinates with TIKIGAQ Corporation finance department to insure timely and accurate financial reporting.
Performs other duties as assigned.
KNOWLEDGE and SKILLS  

· Knowledge of applicable regulations, rules, policies and processes. Including substantial knowledge of relevant specialized fields such as small business administration.

· Knowledge of Adobe InDesign, Photoshop, and Illustrator.

· Knowledge of marketing and proposal writing.

· Skill in verbal and written communication.

· Skill in technical writing.

· Skill in proposal writing.
· Skill in establishing and maintaining cooperative working relationships with individuals with wide array of cultural, political, educational, socio-economic, geographic and linguistic backgrounds.

· Skill in addressing sensitive issues and situations.

· Skill in advising leaders of complex organizational units.

MINIMUM EDUCATION QUALIFICATION
A Bachelors Degree in Administration, Business, Marketing or Communications.  Progressively responsible professional work-related experience, education, or training may be substituted on a year-for-year basis for college education.
MINIMUM EXPERIENCE QUALIFICATION
Non-supervisory - Two (2) years professional work experience in business Administration.  An equivalent combination of relevant education and/or training may be substituted for experience.
PREFERRED EXPERIENCE QUALIFICATION
Experience in the Risk Management and Workers Compensation is highly preferred. Experience with Adobe InDesign, Photoshop, and Illustrator preferred. 
MINIMUM PHYSICAL REQUIREMENTS
The following demands are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Must be able to lift approximately 20 pounds.    
This job description is not an employment agreement or contract.  Management has the exclusive right to alter this job description at any time without notice.

Signature below acknowledges that I have received a copy of my job description and my supervisor has discussed it with me.

___________________________________           
__________________________

Employee Signature




Date

__________________________________

__________________________

Supervisor Signature




Date
       TIKIGAQ Corporation


	Office of Human Resources


	      2121 Abbott Road


	   Anchorage, Alaska 99507


	   Telephone:  907-365-6129


	    Facsimile:  907-341-6139
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