
    JOB OPPORTUNITIES 
Executive Administrative Assistant 

Strategic Enrollment Management, Integrated Marketing  
Communications, and University Counsel 

 
 

Posted December 6, 2018 
Capital University is seeking an Executive Administrative Assistant to oversee and execute administrative activity for 
three vice presidents. This position includes responsibilities as a project manager on specific events and activities, 
coordinates new hire searches, and interfaces with all components of the senior team and beyond. This individual 
will interact with various members of the community, both internal and external to the organization. 
 
Responsibilities:  

• Serves as a liaison between the Office of Strategic Enrollment Management, Office of Integrated Marketing 
Communications, & University Counsel and other university administrators, faculty, staff, the Board of Trustees 
and members of the community.  

• Maintains calendar for Vice Presidents of Enrollment, Marketing Communications & University Counsel;  
schedules appointments, meetings and conference calls. 

• Assists University Counsel with records requests and committee support to ensure compliance with internal 
audit requirements.   

• Arranges travel and conference scheduling for vice presidents, and campus guest travel, as needed. 
• Occasionally supervises work study students. Responsibilities include interviewing, hiring, and training 

employees; planning, assigning, and directing work; rewarding and disciplining employees; addressing 
complaints and resolving problems. 

• Provides assistance with processing office and business expenses, including purchase requisitions, credit card 
and leave processing, managing correspondence, and organizing and tracking highly confidential and 
sensitive data. 

 
Qualifications: 

• Completion of a Bachelor’s degree and/or equivalency; 2-4 years of experience working in office 
environment and/or in a direct support role; or equivalent combination of education and experience.  

• Excellent facility in using Microsoft Office Suite, including Word, Excel, Power Point and Outlook. 
• Excellent professional communication skills (verbal and written). 
• Ability to work without supervision and demonstrate considerable initiative. 
• Ability to handle sensitive information and maintain high level of confidentiality. 

 
Capital University is committed to increasing the diversity of the Capital community and curriculum. This 
commitment includes Capital’s dedication to the development of faculty and staff who are committed to inclusive 
practices in teaching, learning, working and all other campus and community interactions. Candidates who can 
contribute to that goal are particularly encouraged to apply.  
 
Compensation: 
Hourly range begins at $17.31; 37.5 hours per week. 
 
Capital University offers a rich benefits package that includes medical, dental, vision, retirement, family education 
benefits, short-term and long-term disability, life insurance and free parking. 
 

Send cover letter and resume electronically to: 
jobs@capital.edu 

 
For more information on Capital University, visit our website at www.capital.edu. 

Capital University is an equal opportunity employer.  Capital University does not discriminate on the basis of age, 
ancestry, color, disability, gender, gender identity or expression, genetic information, military status, national origin 
or ethnicity, race, religion, sex, sexual orientation, protected veteran status, or any other characteristic protected by 

law in its admissions, educational programs or activities, and employment.  
. 

 

http://www.capital.edu/

