EXECUTIVE ASSISTANT FOR A PUBLIC AFFAIRS CONSULTING FIRM

Small public affairs consulting firm in Hollywood looking for an Executive Assistant to assist the CEO with administrative duties as well as political/public relations/development/grant writing work with nonprofit organizations.

Must be familiar with progressive nonprofit organizations and have an interest in LGBT causes/issues.  Please have a considerable knowledge of politics, campaigns, and LGBT issues.  Candidates must be very well organized with excellent computer skills.  Tasks include scheduling, answering phones, emails, office organization, letter writing, assisting with events and event coordination, and administrative duties.  Since the position will require some grant writing and extensive correspondence with high level executives and major donors, exceptional writing and communication skills are a must.

This position is full-time, with parking and benefits included.  Please send your resume with a cover letter and salary requirements.  We look forward to hearing from you.

