Lead Executive Administrator(Legal)
JOIN A TEAM RECOGNIZED FOR LEADERSHIP, INNOVATION AND DIVERSITY
Use your administrative and organizational skills to provide executive administrative support to Honeywell executives, including Vice Presidents Sr. Vice Presidents and Officers of the company. You will work closely with the business leaders and enjoy a lot of interaction with internal employees and external customers. Contribute in a team of highly committed professionals whose organizational and communication skills ensure smooth travel planning, calendar coordination, complex meeting planning and other administrative business processes. Grow and develop your technical and interpersonal skills while focusing on client support. Contribute to a team-based culture and friendly working environment. Position to be based in the Greater Charlotte Area. No relocation provided
 
[bookmark: _GoBack]Specific Responsibilities:
· Provide high-level, executive administrative support by conducting research, preparing statistical reports, handling information requests, and performing clerical functions such as preparing correspondence, receiving visitors, arranging conference calls, and scheduling meetings.
· Answering phone inquiries, directing calls, and providing basic company information.
· Highly effective at performing clerical duties, taking memos, maintaining files, and organizing documents. Photocopying, faxing, collating, etc., as needed.
· Arranges complex travel (domestic and international), accommodation, itineraries, and all correspondence related to arrangements as needed.
· Plans/organizes and implements events such as large and small meetings, events, business luncheons, or client dinners.
· Processes complex expense reports and invoices.
· Manages executive schedule and acts as liaison for executive team.
· Prepares reports, presentations, and data, as well as maintaining files, records, and correspondence for meetings. 
· Trusted to manage highly confidential and sensitive information
· Organizes and maintains files. 
· Prepares information and research for executive needs. 
· May help plan and coordinate company events, meetings, and employee team building activities or special projects.
· Lead continuous improvement of the administrative function in partnership with the department’s administrative assistants.
· Manages additional projects as needed.
MUST HAVE:
· 5+ years of experience providing administrative support to senior-level leaders.
· 5+ years of experience with computer skills, including Microsoft Office Suite (Word, PowerPoint, and Excel); scheduling appointments/updating calendars and coordinating travel is a must.
· High School Diploma.
We Value
· Associates Degree or Bachelor’s Degree Preferred.
· Administrative assistant experience with c-suite executives.
· Ability to easily and effectively juggle many priorities and competing demands and deadlines. Excellent time management, prioritization and organizational skills.
· Excellent written and verbal, professional and courteous communication skills; able to interact with all levels of the organization, including c-suite executives and Board members.
· Individuals who are self-motivated and do things before being asked by others or forced to by events.
· Operates with high sense of urgency and responsiveness.
· Ability to focus on important information with strong attention to detail.
· Highly dependable and trustworthy. Must have absolute discretion with highly confidential information.
· Ability to contribute to a team-based culture and positive, efficient, professional working environment
INCLUDES
· Continued Professional Development
· 1st Shift
ADDITIONAL INFORMATION
· Job ID: HRD61859
· Job Function: Legal 
· Relocation Tier:
· Security Clearance:
· Aviation Authority (FAA for US):
· Band: 02
· Referral Bonus: 1,500.00
· Requisition Type: Standard Requisition

