
 
 

Job Description 
  

Job Title:  Executive Assistant 

Department:  Executive Office 

Reports To:  Vice President/ Chief Operating Officer 
FLSA Status:  Exempt   

Current EE: Vacant 

Approved Date: 07/23/2013 

  

SUMMARY  
Under minimal supervision, provides administrative support to the Chief Operating Officer.  Handles details of a confidential and 

sensitive nature.  Schedules appointments, meetings, gives information to callers, and otherwise relieves officials of clerical work 

and minor administrative and business details by performing the following duties. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include but are not limited to the following: 

 

Organize and manage the calendar and schedule of the COO to include coordinating the COO’s calendar and schedule with the 

Show’s schedule of events and with the calendars of other senior management.  Advise the COO of potential calendar conflicts and 

inform the COO about events and functions they should have priority over others based on requests from officers, chairmen, senior 

management, and the Show’s marketing department. 

 

Act as liaison between COO’s office and dignitaries, industry professionals (such as other fairs and associations) and news media 

management and reporters through Marketing Department. 

 

Work on special projects at the request of the COO, CEO, and/or Chairman of the Board.  Interface with other departments in regards 

to these projects. 

 

Oversee the Executive Office’s travel arrangements (to include hotel reservations and airline reservation(s) and implement the 

Show’s airline reservation service for all departments. 

 

Work with committee(s) as a staff coordinator or as an Executive Office liaison.  This requirement may vary from year to year. 

 

Organize and assists with receptions hosted by the COO and assist with receptions in Tejas Room during Showtime, as needed. 

 

Organize, attend, and take minutes at standing committee meetings and/or special task force groups as requested.  
 

Assist with both the Annual Membership Meeting, Board of Director’s Meetings and coordinates Chairmen’s Seminar.  
 

Handle incoming calls and process correspondence for the executive office as requested.  

 

Research, create, and maintain database, PowerPoint presentations and spreadsheet files. 

 

Assist with preparation and distribution of annual volunteer accomplishment reports to the Nominating Committee.   
 

 

 

 



SUPERVISORY RESPONSIBILITIES  
This job supervises part-time temporary or seasonal employees during peak work periods. 

 

QUALIFICATIONS   

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed 

below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

EDUCATION and/or EXPERIENCE  
Bachelor's degree  from four-year college or university; or three to five years related experience and/or training at the executive 

level; or equivalent combination of education and experience. 

 

LANGUAGE SKILLS  
Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental 

regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information 

and respond to questions from managers, clients, customers, and the general public. 

 

OTHER QUALIFICATIONS  
Must possess excellent oral and written communication skills.  Requires typing of 60 - 70 wpm with accuracy.  Shorthand and 

dictation preferred.  Advanced knowledge and experience utilizing Word, Excel and PowerPoint. Ability to interface with 

dignitaries, executives, officials and individuals at all levels.  Excellent organizational and prioritization skills.  Multi-task oriented.  

Must possess excellent public relations/customer relations and telephone communication including the ability to handle multiple 

incoming lines.  Requires proofing and editing skills.  Should be a self-starter who is project and detail oriented. 

 

PHYSICAL DEMANDS   

The physical demands described here are representative of those that must be met by an employee to successfully 

perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

The employee may be required to sit, stand, climb, balance, stoop, kneel, crouch or crawl. During the Show, the 

employee may be required to frequently walk to various places on the grounds. The employee may be required to lift 

and/or move 15 or more pounds. Requires good manual dexterity (hand, hand with arm, two hands) and multi-limb 

coordination. Extended work hours required, especially during peak periods. Extensive walking during Showtime. 
 

WORK ENVIRONMENT   

The work environment characteristics described here are representative of those an employee encounters while 

performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

While performing the duties of this job, the employee may be exposed to dust, chemicals and animals at various times.   
 


