the polling company™, inc./WomanTrend


Position Opening: 
Executive / Personal Assistant
Location:

Bergen County, NJ

Hours:


Full-time or Part-time (flexible hours)
Salary:

Commensurate with Experience

About the Company: The President & CEO of the polling company™, inc. seeks an Executive /Personal Assistant in North Eastern Bergen county, NJ.  The firm is a woman-owned, conservative, full service market research firm, headquartered in Washington, DC.  The firm specializes in quantitative and qualitative research and analysis, and provides strategic counsel for a diverse portfolio of clients in the political, corporate, legal, public affairs, not-for-profit and media sectors.  
WomanTrend, a key division of the polling company™, inc., was founded in 1993 to better connect corporate America with the female consumer.  For years has tracked and interpreted the social, cultural, financial, professional and health trends influencing—and being influenced by—women.  
The Executive Assistant/Personal Assistant will work directly with the President & CEO, who is also a mom of three, in her home-based office. 
Responsibilities:  
· Organize and process business and personal travel schedules, including flights, hotels, and car service/rental;

· Manage both work and personal schedules for the firm’s president; keeping in mind travel times when setting up meetings, events, or other appointments;
· Answer and screen phone calls; provide necessary information to callers;
· Run personal and work-related errands as needed;
· General administrative support such as data entry, faxing, ordering office supplies, general office procedures; 
· Complete and compile expense reports on behalf of the President & CEO; 

· Draft correspondence, schedule appointments, organize and maintain paper and electronic files, and provide information to callers; and
· Other duties as assigned.

Qualifications:  
· College degree required.

· Highly dependable and detail-oriented;
· Nimble under pressure, be able to handle multiple projects at once;
· Exceptional interpersonal and communication skills;
· Extremely detail oriented, precise, organized and able to work independently and manage / prioritize multiple projects simultaneously.

· Strong computer skills, including familiarity with Microsoft Office applications.  
· Strong knowledge of all transportation options in and out of NY/NY area; as well as surface streets in and around Bergen County, NJ and New York City a plus. The President & CEO frequently travels to New York, NY and Washington, DC; a plus if the candidate is familiar with these cities.
· Must be able to work a flexible schedule, some weekend work may be required;

· Must have experience booking travel and managing an executive schedule;

· Must be trustworthy and exercise confidentiality and discretion at all times

· At least three years of professional experience required;
· Must have own transportation;

·  Must be fluent in English.
· Some travel may be required.

This is a full time position. Salary, hourly or annual, commensurate with experience. Please send a cover letter, including salary requirements, resume and up to three references to Ashley E. Koonce, Senior Research Manager at akoonce@pollingcompany.com. Reference the job title in the subject line.  No phone calls, please.  For more information about the polling company™, inc./WomanTrend, please visit our website at www.pollingcompany.com.
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