
 

Executive Assistant to the CEO 

Reports To: Chief Executive Officer​
Location: Miami, FL (Hybrid)​
Status: Full-Time, Exempt 

Salary range: $55,000-$65,000 

 
Position Overview 
The Executive Assistant serves as a trusted strategic partner to the Chief Executive 
Officer, helping ensure the smooth, efficient, and professional operation of The CLEO 
Institute. This role is responsible for managing complex calendars, coordinating 
meetings and travel, supporting board and leadership communications, handling 
sensitive and confidential information, and helping drive follow-through on 
organizational priorities. 

The ideal candidate is highly organized, proactive, detail-oriented, and able to manage 
multiple priorities with professionalism, discretion, and a strong customer-service 
mindset. This role requires sound judgment, flexibility, and the ability to thrive in a 
fast-paced, mission-driven environment. 

 
Key Responsibilities 
Executive Support 

●​ Manage and maintain the CEO’s complex calendar, including scheduling 
meetings, prioritizing competing demands, anticipating conflicts, and ensuring the 
most strategic and efficient use of the CEO’s time. 

●​ Coordinate internal and external meetings, including preparing agendas, meeting 
materials, and follow-up action items. 

●​ Draft, proofread, and manage high-level correspondence, presentations, reports, 
talking points, briefing materials, and other communications on behalf of the 
CEO. 

●​ Manage the CEO’s inflow of communications, including reviewing, prioritizing, 
flagging, drafting responses, and ensuring timely follow-up on key 
communications. 

●​ Screen and prioritize incoming emails, calls, and requests. 



 

●​ Coordinate travel arrangements, itineraries, lodging, and expense reporting. 
●​ Track key deadlines, deliverables, and organizational priorities and provide 

reminders and follow-up as needed. 
●​ Coordinate and support the CEO’s participation in events, speaking 

engagements, donor meetings, community meetings, and external appearances. 
●​ Serve as the primary liaison between the CEO and staff, board members, 

donors, funders, elected officials, partners, vendors, and other external 
stakeholders. 

 

Board & Leadership Support 
●​ Support preparation of presentations, reports, and materials for leadership, 

board, donor, and partner meetings. 
●​ Assist with tracking board action items and ensuring timely follow-up. 
●​ Maintain board and leadership files in accordance with organizational record 

retention practices. 

 

Administrative & Operational Support 
●​ Process expense reports, invoices, reimbursements, and other administrative 

paperwork in coordination with Operations. 
●​ Coordinate contracts, forms, signatures, and document routing as needed for the 

CEO. 
●​ Support onboarding of new staff reporting directly to the CEO 
●​ Help maintain and update organizational calendars, contact lists, and key 

organizational documents as it relates to the CEO 

 

Communications & Relationship Management 
●​ Interact with staff, board members, donors, partners, elected officials, and 

community leaders in a professional and welcoming manner. 
●​ Help ensure timely, clear, and professional communication across teams. 
●​ Maintain the highest level of confidentiality regarding organizational, personnel, 

donor, financial, and board matters. 
●​ Represent The CLEO Institute with professionalism and a commitment to its 

mission and values. 



 

Qualifications 
●​ 5+ years of experience in an executive assistant, administrative, operations, or 

related role supporting senior leadership. 
●​ Exceptional organizational skills and attention to detail. 
●​ Strong written and verbal communication skills. 
●​ Ability to manage multiple priorities and deadlines with minimal supervision. 
●​ Strong judgment, professionalism, and discretion when handling confidential 

information. 
●​ Proficiency in Microsoft Office, Google Workspace, Zoom, calendar management 

systems, and project management tools. 
●​ Experience preparing meeting agendas, minutes, presentations, and reports. 
●​ Ability to work independently while also collaborating effectively across teams. 
●​ Commitment to diversity, equity, inclusion, and the mission of The CLEO Institute. 

 

Preferred Qualifications 
●​ Experience supporting a nonprofit executive or board of directors. 
●​ Experience in a fast-paced nonprofit, advocacy, education, or mission-driven 

organization. 
●​ Familiarity with Google Drive, Asana, and virtual meeting platforms. 
●​ Experience coordinating events, donor communications, or board relations. 

 

Physical & Schedule Requirements 
●​ Ability to work in a hybrid environment with regular presence in the Miami office. 
●​ Ability to occasionally work evenings or weekends in support of board meetings, 

events, or time-sensitive initiatives. 
●​ Ability to sit, stand, and work at a computer for extended periods. 

 
 
Click here to apply for this position. 
 
 
 
 
 

https://workforcenow.adp.com/mascsr/default/mdf/recruitment/recruitment.html?cid=0de74372-ecc0-4427-ba20-f60a26aabde2&ccId=19000101_000001&jobId=607867&lang=en_US&source=CC2


 

About The CLEO Institute​
 

The CLEO Institute is a 501(c)(3) non-profit, non-partisan organization exclusively 
dedicated to climate change education, engagement, and advocacy. Founded in 2010 in 
Miami, Florida, we work with front-line communities and their leaders to build climate 
literacy. We highlight the urgency of climate action and impact policy while championing 
solutions for a resilient future. 

The CLEO Institute is an Equal Opportunity Employer. We do not discriminate on the 
basis of race, religion, color, sex, gender identity, sexual orientation, age, 
non-disqualifying physical or mental disability, national origin, veteran status or any 
other basis covered by appropriate law. All employment is decided on the basis of 
qualifications, merit, and business need. Women, minorities, individuals with disabilities, 
veterans, and intersectional individuals are encouraged to apply. 
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