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Position Title: Executive Assistant 
Job Type: Full Time, Permanent
Location: Olympia, WA
Salary: $58,000-$64,000
Opens: February 22, 2023
Closes: March 15, 2023

About The Council of Presidents
The Council of Presidents (COP) is the association of Washington’s six public four-year degree 
granting college and universities. COP strives to be a common voice for the public baccalaureate 
sector and the most respected and trusted resource for decision makers on issues affecting public 
higher education. Additional information on COP’s mission and role can be found on our website.

Benefits
We offer a comprehensive Washington state employee benefits package including medical, dental, 
and vision insurance, retirement plan, and paid time off including vacation, holidays, and sick leave. 
In addition, we offer professional development opportunities and hybrid work options.

Position Overview 
As the Executive Assistant, you will be an essential member of a small, dynamic team that supports 
the mission and goals of COP. The ideal candidate for this position is highly resourceful, has strong 
critical thinking and problem-solving skills, and the ability to work independently with sound 
professional judgment. This position provides administrative support to four (4) directors.

Responsibilities
• Coordinate, schedule, and attend virtual and in-person meetings. Prepare agendas and other 

meeting materials, take minutes, monitor Zoom chat, and ensure follow-up actions are 
completed.

• Engage in frequent contact with representatives from member institutions and partner 
agencies and organizations.

• Compose and proofread correspondence and documents.
• Coordinate staff calendars, travel arrangements, and conference attendance. 
• Plan and coordinate annual off-site events with up to 100 attendees. 
• Troubleshoot technical issues, and act as the liaison to the IT Help Desk. 
• Manage and process accounts payable. Process petty cash and travel expense 

reimbursements. 
• Establish and follow office procedures, standards, priorities, and deadlines in cooperation 

with staff.
• Develop, modify, and/or maintain databases, records, and filing systems.
• Oversee daily office operations. Answer phone calls, sort mail, receive guests, and purchase 

office supplies. 
• Provide support for special projects and perform other administrative duties as assigned.

JOB ANNOUNCEMENT

https://councilofpresidents.org/


Minimum Qualifications
• Associate degree.
• At least four (4) years of progressively responsible administrative support experience.
• Excellent written and verbal communication and organizational skills. 
• Proficiency with Microsoft Office suite and virtual meeting platforms.
• Experience managing schedules, coordinating meetings, and making travel arrangements.

NOTE: Qualifying experience may substitute year for year for education.

Desired Qualifications
We encourage you to apply even if you do not have the desired experience below:

• Familiarity with higher education and/or the legislative process and state governmental operation.
• Experience in event planning. 

Additional Information
• This position is located in Olympia, WA. Upon hire, you must live within a commutable distance from our 

office.
• This position requires 1-2 nights per year of overnight travel.
• Per Governor Inslee’s Proclamation 21-14.1, state employees must be fully vaccinated against COVID-19 or 

have received a medical or religious exemption prior to the first day of work. A person is considered fully 
vaccinated two weeks after their final dose of a primary vaccine series.

Commitment to Diversity
The Council of Presidents is committed to creating a diverse workplace and is an equal opportunity employer. All 
qualified applicants will receive consideration for employment without regard to race, color, religion, gender, gender 
identity or expression, sexual orientation, national origin, disability, age, or veteran status.

Apply Now
To be considered for this opportunity, send a cover letter explaining how your experience aligns with the position 
requirements, along with your résumé and three (3) professional references with contact information to contact@
councilofpresidents.org. Please note that incomplete application materials will not be considered. 
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