
Are you a Rock Star cleverly disguised as an Executive Administrative Assistant? 

If you are a professional who helps everyone else survive their work day, every day, then this 
may be the job for you! 

Big Sky Economic Development Authority is offering an opportunity to join a robust 
organization and serve in a key support role as Executive Administrative Assistant to the 
Executive Director. This right-hand staff person aids the team with clerical and project 
management assistance, coordinates Board and committee meetings, records and processes 
minutes, and serves as a general office administrator.  

REQUIREMENTS: The successful candidate must demonstrate skill as an executive-level 
assistant and must have direct experience in working with boards of directors, community 
leaders, and other key professionals. Demonstrated skill in maximizing our stakeholders’ 
experience is essential. In-depth attention to detail is critical, particularly with anticipating 
business needs. Must have the capacity to interact at the highest level of professionalism. 

In addition, the position requires strong organizational skills with the ability to manage 
competing demands and priorities. A strong background in administrative office duties is 
necessary, including experience in human resource recordkeeping and personnel records 
maintenance; onboarding and exit processes; benefits administration; managing office 
equipment needs; and assisting with financial recordkeeping activities. Qualified applicants 
must also have experience with supervising support staff. Competency in computer-based and 
Internet systems is a must. 

MINIMUM QUALIFICATIONS: Degree/certificate in office/business administration from an 
accredited two-year college and three or more years’ experience in office administration. A 
combination of education and experience deemed appropriate to fulfill the role and 
responsibilities of this position will be considered.  

Big Sky Economic Development is an equal opportunity employer and offers a competitive 
salary with a complete suite of benefits.  

This PDF includes the complete job description and the required fillable PDF application 
(scroll to the end of this document).   

Each applicant must provide the fillable PDF Application, Cover Letter, Resume and 3 
References.   

Please email your resume to ExecAsst@bigskyeda.org or mail to: 222 N. 32nd St, Suite 200, 
Billings, MT 59101 

Position is open until filled. Application review will begin November 21, 2016.  

mailto:ExecAsst@bigskyeda.org
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Position Description 
 

Executive Administrative Assistant 
 (Revised October 2016) 

 
Status: Full-Time Position      Current Salary Range: Competitive-BOE 
Classification: Non-Exempt  
Reporting Responsibilities: Reports to Executive Director 
 
 

Summary of Essential Role and Responsibilities 
 

The Executive Assistant position reports directly to the Executive Director and has the responsibility to 
support the Executive Director in the effective management of Big Sky Economic Development. The 
position provides clerical and project management support, coordinates and staffs the Board meetings 
and committee meetings of the organization, performs recordkeeping and liaison duties related to the HR 
functions, oversees office administrative functions, and provides support for the maintenance of our 
financial internal control functions.  The Executive Assistant acts as the liaison for the Executive Director 
in working with our Board of Directors and community leaders, and supports the needs of our program 
directors in executing the mission of Big Sky Economic Development. The position works with key 
community leaders, Board members, and the leadership team of the organization in a highly professional, 
and at times, confidential manner. 
 

 
Essential Duties and Responsibilities 

 
 
1. Executive Assistant Support for the Executive Director 

• Provide all necessary clerical, research, and project support for the Executive Director; 
including correspondence, filing, preparation of reports and presentations  

• In partnership with the Executive Director, manage the Director’s work schedule 
• Coordinate the annual review and updating of By-Laws, policy and procedures documents and 

practices 
• Coordinate Annual Strategic Planning Sessions (Board and Staff), the development of the 

Annual Strategic Priorities and Work Plan document, and Progress Reports  
•  Coordinate weekly meeting with Executive Director to facilitate an excellent working 

relationship and communication 
• Provide support for the smooth set-up and operation of the Executive Director’s office; 

including, the maintenance the computer systems and the management of mail and other 
correspondence 

• Provide support for projects related to specific program areas in partnership with Program 
Directors, as directed 
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2. Board Meetings and Board member Support 
•  Record and process minutes for all Board meetings and Executive Committee meetings, and 

other meetings that require an official record of participation and action; coordinate and 
distribute all Board-meeting materials (agenda, minutes, Executive Director Reports, monthly 
financial statements packets, etc.); provide for the scheduling and set-up of needed 
equipment, refreshments, and other necessary items for all Board and Executive Director 
requested meetings 

• Coordinate the Annual Board Member Orientation Session 
• Coordinate the annual EDA and EDC board appointment and election processes in partnership 

with the Nominating Committee and Member Investor Program Director  
 

3. Administrative Duties 
• Perform the recordkeeping duties associated with the proper management of our Human 

Resources functions; including the annual review and update of the Personnel Policy and 
related documents 

• Maintain personnel records in accordance with state and federal guidelines. 
• Maintain database/records management related to employee training, application scanning, 

and human resource functions. 
• Provide support for all hiring actions in partnership with Program Directors and the Executive 

Director; including the job postings and applicant screening and interview processes; 
coordinate the organizational portion of new-hire orientation process and the separation 
meetings needed for staff members separating from employment 

• In conjunction with the Controller, serve as the liaison for employee health and retirement 
benefits, providing needed benefit information, and conducting necessary 
renewal/enrollment and reporting duties; and, serve on the Yellowstone County Health 
Insurance Advisory Board 

• Maintain employee vacation and sick leave data; and, prepare quarterly status reports for 
employees, and an annual Use Report for the Executive Director and Controller. 

 
4. Office Administration 

• Oversee budget and ordering practices related to office supplies and equipment needs 
• Manage and respond to organizational facility and equipment needs; including computer, 

office equipment and furniture, and phone system operations/maintenance and repair; 
coordinate the use of conference room facilities and keep all related conference room and 
presentation equipment (AV systems, tables and chairs, etc.) operational and up to date; 

• Manage our working relationship with the building owner and maintenance staff to address 
facility needs; and maintain the overall professional appearance and functionality of the office 
facilities  

• Coordinate intra-office communication, staff meetings, training sessions, and events; set 
agendas and provide materials, set-up and other items as needed, with direction from the 
Executive Director 

• Provide support for the control functions related to the use of organizational credit cards and 
travel reimbursement requests; including the review of monthly credit card documentation 
and monthly travel reimbursement requests for compliance with control practices as outlined 
by the Controller 

• Perform monthly bank reconciliation “check-off review” duties as outlined by the Controller  
• Perform other financial management support duties as needed to execute internal controls 

and accounts payable functions. 
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5. Supervisory Duties: 
• Provide supervision for the reception/greeting/phone answering and messaging duties of the 

organization, including the coaching and management of reception staff and the maintenance 
of our standard front-office operational hours (8:00 to 5:00 P.M., Monday through Friday) 

 
Required Experience and Abilities 

The Executive Assistant position works with the Executive Director to assure the professional operation 
of the organization, and the maintenance of an effective working relationship with our Board of Directors 
and the community. This position also works closely with our Program Directors and other staff members 
to support their efforts to achieve the mission of Big Sky Economic Development. Therefore, this position 
requires successful experience at an executive/professional level with a proven track record in office 
administration, executive support, human resources administration, and financial recordkeeping. The 
specific knowledge and experience necessary for this position include: 
 

1. A working knowledge of office administration practices and the duties of an executive-level 
assistant;  

2. Direct experience working with Boards of directors in a support role, taking meeting minutes, 
drafting agendas and meeting notices, and managing the clerical needs and logistics of meetings 
and events; 

3. Highly proficient in computer-based office administration systems—Word, Access, Outlook, Excel, 
PowerPoint, QuickBooks, project management software, social media, and website maintenance; 
and all office equipment and phone systems; 

4.  Ability to work effectively, in a professional manner, and with a positive nature with a 
professional staff, Board members, and community leaders; 

5. A working knowledge of human resources practices and policies; 
6. Experience with duties related to financial management and recordkeeping; 
7. Ability to communicate (written and oral communication) effectively and establish and maintain 

positive working relationships; and 
8. Adaptable to changing needs and circumstances, and the ability to handle stressful situations with 

a can-do attitude, and a smile. 
 

Minimum Qualifications 
• Graduation from an accredited 2-year college with a degree/certificate in office/business 

administration and 3+ years’ experience in office administration.  A combination of education and 
experience deemed appropriate to fully meet the role and responsibilities of this position will be 
considered.  

• Experience as an executive assistant in a professional office setting;  
• Experience with human resources/benefits administration and financial recordkeeping; and,  
• A successful track record working at an executive level with Board members and community 

leaders.  
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Physical Abilities and Job Requirements 
The physical demand described here are representative of those that must be met by an employee in 
order to successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions of this job. The job may 
require work-related travel with personal vehicle and commercial transportation to participate in 
business-related meetings. Daily duties of this job will involve reasonable amount of standing, sitting, 
lifting, driving, public speaking (mostly one-on-one), and computer use. Such activities will require 
sufficient manual dexterity, vision, mobility, clarity of speech, and hearing to effectively perform the 
duties and responsibilities of this position.  
 
Work hours for this position will generally be 8:00 A.M. to 5:00 P.M., Monday through Friday; however 
some activities (Board meetings, Executive Committee meetings, planning sessions, etc.) will require 
occasional morning (at least twice monthly), evening or weekend hours. 
 
 



BIG SKY ECONOMIC DEVELOPMENT AUTHORITY 

222 NORTH 32ND STREET 

BILLINGS, MONTANA 59101 

(406) 256-6871 

APPLICATION FOR EMPLOYMENT 

AN EQUAL OPPORTUNITY EMPLOYER 

APPLICANTS:  IN ORDER TO BE CONSIDERED FOR EMPLOYMENT, THIS APPLICATION 

MUST BE COMPLETED ENTIRELY.  PLEASE REMEMBER TO PRINT CLEARLY, READ AND 

SIGN THE LAST PAGE. 

Today’s Date:  Position Applying For: 

Name in Full: 

Last First Middle 

Address: 

Number & Street City State Zip Code 

Phone #:  Message Phone: 

List other names, if any, used on employment or education records: 

EDUCATION 

Name/City, State of School Course of Study Check Last 

Year 

Completed 

List Diploma 

or Degree 

High 

School 

9  (  )   10  (  ) 

  11(  )   12  (  ) 

College 1 (  )   2 (  ) 

3 (  )   4 (  ) 

Graduate 

School 

Other 

Training 



EMPLOYMENT HISTORY 

This section must be completed entirely.  Do Not substitute a resume.  List all work experience, paid or 

unpaid, beginning with your current or most recent job.  Include military experience as well as volunteer 

jobs that you wish to have considered as part of your qualifications for the position you are seeking. 

Describe each job separately, emphasizing your specific tasks and any supervisory, technical or other 

responsibilities.  Explain all breaks in continuous employment.  If more space is needed, additional pages 

can be added. 

Position/Title Start Date:  End Date: 

Employer:  Phone: 

Address:  City/State/Zip: 

Salary:  Full Time ( )  Part Time ( )  Hours Worked: 

Supervisor’s Name/Title:  Phone: 

Work Performed: 

Reason For Leaving: 

Position/Title Start Date:  End Date: 

Employer:  Phone: 

Address:  City/State/Zip: 

Salary:   Full Time ( )  Part Time ( )  Hours Worked: 

Supervisor’s Name/Title:  Phone: 

Work Performed: 

Reason For Leaving: 



Position/Title Start Date:  End Date: 

Employer:  Phone: 

Address:  City/State/Zip: 

Salary:   Full Time ( )  Part Time ( )  Hours Worked: 

Supervisor’s Name/Title:  Phone: 

Work Performed: 

Reason For Leaving: 

Position/Title Start Date:  End Date: 

Employer:  Phone: 

Address:  City/State/Zip: 

Salary:   Full Time ( )  Part Time ( )  Hours Worked: 

Supervisor’s Name/Title:  Phone: 

Work Performed: 

Reason For Leaving: 

MONTANA PREFERENCE ACTS 

If you are claiming preference under Montana Veterans’ Employment Preference Act or 

Handicapped Persons’ Employment Preference act, complete the following: 

To claim Veterans’ Employment Preference you must be a U.S. Citizen and check one of the boxes below:  

A A veteran separated under honorable conditions, 

() A disabled veteran separated under honorable conditions, 

() The spouse of a disabled veteran if the veteran’s disability prevents him/her from working, 

() The remarried surviving spouse of a veteran or disabled veteran, 

() The mother of a veteran, if the veteran lost his/her life under honorable conditions while serving in the Armed 

Forces, or has a service-connected, permanent, and/or total disability. 



ADDITIONAL INFORMATION 

Professional Memberships & Affiliations: 

Professional & Trade Licenses: 

Have you ever been employed by this company before? When? In What Job? 

Do you have a relative working for this company? Yes  No   If yes please explain, this will 

not exclude you from hire 

Have you ever been convicted of a felony?  Yes  No If yes, please explain, this may not 

necessarily exclude you from hire 

Why are you interested in this particular job? 

What skills and training qualify you for this position? 

What portion of your work experience qualifies you for this job? 

REFERENCES:  Please provide the details of three professional references of your previous employers. 

__________________________________________________________________________________________ 

Name   Address  Telephone  Occupation  Years Known 

__________________________________________________________________________________________ 

Name   Address  Telephone  Occupation  Years Known 

__________________________________________________________________________________________ 

Name   Address  Telephone  Occupation  Years Known 



READ THE FOLLOWING CAREFULLY, THEN SIGN AND DATE 

THE APPLICATION: 

Your interest in employment with Big Sky Economic Development Authority is sincerely appreciated.  

Please feel free to attach your resume to this application or any other additional comments that you feel 

will be helpful in evaluating your qualifications for the position.   

I understand that falsification, misrepresentation or omission of information is sufficient cause for 

rejection of this application, or if hired, dismissal from employment. 

I grant permission for the representatives of the Big Sky Economic Development Authority to investigate 

my references and release said Company, as well as my former employers, from any and all liability 

resulting from such investigation. 

Date:  Signature: 
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