
 
 

Executive Administrative Assistant to the President/CEO 

About- R.H. Boyd Company is a 123- year old institution that publishes, prints, and distributes 
Christian and inspirational literature throughout the country. Our primary product offerings include 
Sunday school literature, Bibles, Hymnals, church supplies, fiction and non-fiction titles, apparel, and 
activity guides for all ages. 

Mission statement- The R.H. Boyd family of companies produces and provides the highest quality 
of Christian and inspirational literature, merchandise, and services by continuing to use high ethical, 
moral, and biblically sound standards, as it has for five generations. 

The Assistant to the President/CEO will perform a wide variety of specialized activities and be 
responsible for administrative support duties for the President/CEO. The Assistant must be highly 
resourceful, comfortable working in a fast-paced environment, sometimes under pressure, while 
remaining flexible, proactive, and efficient. The Assistant must have strong written and verbal 
communication, administrative, and organizational skills, and the ability to maintain a flexible 
schedule due to travel, deadlines, and/or duties outside of normal business hours. 

Required Skills and Education 

• Bachelor’s Degree from an accredited college or university 
• At least 5 years of experience working in a corporate environment as an Assistant 
• Advanced computer skills, software and hardware  
• Able to make sound decisions and work independently 
• Must possess strong interpersonal skills using tact, patience and courtesy 
• Must maintain proper, professional attire and grooming at all times 
• Clear verbal and written communication skills with staff, customers and other departments 
• Analytical and problem-solving skills 
• Highly organized and ability to effectively manage priorities 
• Expert in Microsoft Office, especially Excel and Word 
• Proficient in various social media platforms 
• Ability to travel within 48-hour notice 

 

Responsibilities 

• Develop reports in support of monthly and ad hoc meetings 
• Update job knowledge by participating in educational opportunities and reading professional 

publications 
• Database management 
• Take and transcribe dictation, as well as type, at an acceptable rate of speed 
• Keep organized records and take minutes at meetings as directed 
• Complete critical aspects of deliverables and special assignments by establishing objectives, 

determining priorities, managing time, gaining cooperation of others, monitoring progress, problem 
solving, making adjustments to plans 

• Oversee public relations and media outreach correspondence as directed 



• Attend all meetings, both on-site and off-site, as directed 
• Maintain confidentiality and professionalism at all times 
• Assist President/CEO with duties including, but not limited to, financial, HR, and operational matters 
• Represent President/CEO by welcoming visitors, arranging meetings, and planning and/or attending 

other corporate functions; answering communications, answer questions and meeting requests as 
directed by President/CEO, COO, and Directors 

• Experience in arranging travel for executives and special guests 
• Attend National Baptist Congress in June and other corporate events 
• Additional duties as assigned 

 
Job Type: Full-time 
 


