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JOB DESCRIPTION                                                         

To perform this job successfully, an individual must be able to perform the essential job functions satisfactorily. Reasonable accommodations may be made to enable individuals with disabilities to perform the primary job functions herein described. Since every duty associated with this position may not be described herein, employees may be required to perform duties not specifically spelled out in the job description, but which may be reasonably considered to be incidental in the performing of their duties just as though they were actually written out in this job description. 
EXECUTIVE ASSISTANT/INTERNAL COMMUNICATION SPECIALIST
Department:	Executive/Administration
Pay Grade:		P104		
FLSA Status:		Non-Exempt 
JOB SUMMARY
The Executive Assistant/Internal Communication Specialist serves as a strategic partner to the President & CEO and plays a central role in advancing organizational alignment, communication, and operational effectiveness.
This position is responsible for:
· Providing high-level executive support to the CEO.
· Leading and managing internal communications across the agency.
· Supporting executive leadership coordination and agency-wide initiatives.
· Enhancing employee engagement through clear, consistent, and mission-driven communication.
· Overseeing special projects that strengthen organizational culture and operational alignment.
The role requires exceptional judgment, discretion, initiative, and the ability to manage complex priorities in a fast-paced environment.
This position may involve acquiring, accessing, using, and safeguarding Protected Health Information in accordance with applicable law and agency policies.

ESSENTIAL JOB FUNCTIONS
Executive Support to the President & CEO
Strategic Executive Partnership
· Serve as a trusted advisor and strategic thought partner to the CEO.
· Proactively manage the CEO’s priorities, ensuring alignment with strategic goals.
· Anticipate needs and provide forward-looking support to enhance executive effectiveness.
· Track and monitor key initiatives, deadlines, and executive deliverables.
· Prepare briefing materials, executive summaries, reports, and presentations.
Executive Operations & Administrative Leadership
· Manage an extremely active and dynamic calendar with strategic prioritization.
· Coordinate complex meetings, travel, itineraries, and logistics.
· Screen and prioritize correspondence, drafting responses when appropriate.
· Research and analyze issues presented to the CEO and recommend action steps.
· Prepare confidential correspondence, reports, and communications.
· Reconcile corporate credit card expenses and prepare monthly expense reports.
· Maintain confidentiality and professionalism at all times.
· Perform other related duties as assigned.
Executive Team Coordination
· Coordinate Executive Leadership Team meetings and retreats.
· Develop agendas in partnership with the CEO.
· Attend meetings as needed and document action items and follow-up responsibilities.
· Monitor progress on executive team commitments and cross-department initiatives.
Internal Communications Strategy
· Develop and implement a comprehensive internal communications strategy aligned with the agency’s strategic plan.
· Ensure consistent messaging that reinforces mission, vision, values, and culture.
· Establish structured communication pathways between executive leadership and staff.
· Design and implement communication plans for organizational changes, initiatives, and major announcements.
· Evaluate communication effectiveness and adjust strategies accordingly.
Employee Engagement & Culture Support
· Support leadership in strengthening workplace culture through transparent communication.
· Develop and deliver internal messaging that promotes employee recognition, engagement, and morale.
· Coordinate CEO messaging including staff updates, town halls, video messages, and written communications.
· Partner with HR and leadership to support employee wellness and engagement initiatives.
· Assist with internal campaigns that promote workforce stability and retention.
Content Development & Messaging
· Draft internal announcements, newsletters, executive updates, and agency-wide communications.
· Develop talking points and communication tools for leadership.
· Translate complex policy or strategic initiatives into accessible messaging for staff.
· Maintain brand consistency across internal communications materials.
· Develop visual materials (charts, dashboards, presentations) to support executive communication.
· Coordinate internal calendar of events and major agency milestones.
· Ensure timely dissemination of information across departments and programs.
Event & Initiative Support
· Assist in planning agency-wide meetings, leadership retreats, and staff engagement events.
· Coordinate logistics including facilities, vendors, communications, and budgets.
· Develop internal communications materials to support agency campaigns and events.
QUALIFICATIONS
Education & Experience
· Associate’s degree in related field required; bachelor’s degree preferred.
· Five (5) to ten (10) years of executive-level administrative experience.
· Experience in internal communications, organizational development, or corporate communications strongly preferred.
· Experience supporting senior executives in complex organizations preferred.
· Possession of a valid, State of Florida driver’s license to operate the motor vehicle operated; Requirement exists at the time of hire and as a condition of continued employment.  
Knowledge, Skills & Abilities
· Ability to manage multiple competing priorities with discretion and sound judgment.
· Ability to demonstrate accuracy and thoroughness and monitor own work to ensure quality.
· Ability to draft and/or edit work for spelling and grammar, present numerical data effectively, and read and interpret written information. 
· Ability to establish and maintain effective working relationships with other personnel and the public.
· Ability to identify and resolve problems in a timely manner, 
· Ability to gather and analyze information skillfully.
· Ability to identify and understand what resources are available and build and maintain effective working relationships with a network of systems.
· Ability to maintain confidentiality of all corporate, personnel, and research matters.
· Ability to observe safety and security procedures.
· Ability to plan, organize, and coordinate work assignments.
· Ability to work independently with minimal supervision.
· Proficiency in Microsoft Office Suite.
· Exceptional written and verbal communication skills.
· Knowledge of organization operations, policies, and procedures.
· Skill in effective communication, both orally and in writing.
· Strong analytical and problem-solving skills. 
· Strong project management and follow-through skills.
· Strong strategic thinking and organizational awareness.
· Experience with Canva, Adobe InDesign, Photoshop, Illustrator, or similar tools preferred.
· Experience with email marketing platforms (e.g., Constant Contact) preferred.
CORE COMPETENCIES
· Strategic Communication
· Executive Presence
· Organizational Agility
· Confidentiality & Integrity
· Initiative & Proactive Leadership
· Cross-Department Collaboration
· Culture & Engagement Advocacy
PHYSICAL DEMANDS

The work is sedentary work which requires exerting up to 10 pounds of force occasionally and/or negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body. Additionally, the following physical abilities are required: 

· Sitting/Standing: Particularly for sustained periods of time.
· Fingering: Picking, pinching, typing, or otherwise working, primarily with fingers rather than with the whole hand as in handling.
· Walking: Moving about on foot to accomplish tasks, particularly for long distances or moving from one work site to another.
· Kneeling: Bending legs at knee to come to a rest on knee or knees.
· Stooping: Bending body downward and forward by bending spine at the waist. Occurs to a considerable degree and requires full motion of the lower extremities and back muscles.
· Reaching: Extending hand(s) and arm(s) in any direction.
 
WORK ENVIRONMENT


[bookmark: _Hlk123730690]Work is performed primarily in a safe and secure office environment. This role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets, and printers. This position may require same day, overnight, or weekend and night travel.  
[bookmark: _Hlk123730130]
EEO STATEMENT

Partnership for Strong Families is an Equal Employment Opportunity/Drug Free Workplace and does not tolerate discrimination or violence in the workplace.  Applicants requiring a reasonable accommodation as defined by the Americans with Disabilities Act, must notify the Human Resource Department at (352) 244-1500 ext. 4204.  Notification to the Human Resource office must be made in advance to allow sufficient time to provide the accommodation. 

DRUG-FREE WORKPLACE

Partnership for Strong Families maintains and enforces a Drug-Free Workplace program.  New employees are required to be drug tested prior to employment. In appropriate circumstances, current employees may also be required to submit to drug and/or alcohol testing.  Information on the Drug-Free Workplace Policy is contained in the Employee Handbook and set forth in the Drug-Free Workplace Policy, both of which are available through the organization’s inter/intranet.


Signature Block:

By signing below, I agree and understand that I must satisfactorily perform each responsibility set forth to continue my employment with PSF.


_____________________________		______________________________
Employee Name (Print)			Supervisor’s Name (Print)


_____________________________		______________________________
Employee Signature				Supervisor’s Signature


____________					_____________
Date						Date
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