The SOFEI Group (4723) ® 60601
To: Employment Counselor R b t H If
Date: 03/09/2026 m O e r a Chicago, IL, 60601

is now hiring!

Executive Assistant (Remote Position)

Benefits: Candidates on temporary assignment may qualify for our

competitive benefits package which includes group health, life and Salary range: $100000.00 to $135000.00 yearly
disability insurance and voluntary benefits such as retirement Employment status: Permanent

savings and holiday pay.

Description

On behalf of our client we are looking for an Executive Assistant. The role involves a significant amount of interaction with both internal and
external stakeholders, including senior leaders, clients, partners, and board members. This position requires a range of skills, including
robust communication abilities, a high degree of organization, and the ability to manage complex schedules and projects. This role will be
supporting the CEO. This role will be remote, but our client wants someone based out of the Chicago/Chicagoland area.

Responsibilities:
« Collaborate with the CEO to coordinate their daily activities, including meetings, travel, and expenses
» Schedule and manage intricate calendars, ensuring all commitments are organized efficiently

« Facilitate internal and external meetings, including arranging meeting rooms, coordinating technology needs, preparing agendas, taking
meeting minutes, and following up on action items

» Manage travel arrangements for the executives
» Support board meetings and member support
« Draft and manage communication on behalf of executive, including emails and other correspondence

» Support the executive & organization in special complex projects, initiatives, or events as assigned, including research, data gathering,
and administrative assistance

» Monitor project progress, follow up on deliverables, and ensure deadlines are met
« Facilitate cross-departmental collaboration and communication to ensure project alignment with organizational goals

» Design and develop high-quality presentations using advanced software tools (e.g., PowerPoint, Keynote), while ensuring presentations
are visually appealing, concise, and aligned with corporate branding.

Requirements

o Bachelor’s degree required plus 5+ years of experience as an Executive Assistant, supporting C-Suite executives or equivalent
experience.

o Proven project/program coordination & management experience with the ability to handle multiple projects simultaneously.

o Advanced proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, Teams) and other most current office applications.

o Excellent verbal and written communication skills.

o Ability to work independently and make informed decisions.

o High level of integrity, professionalism, and discretion in handling confidential information.

o Flexibility to work outside standard business hours as needed.

o Familiarity with project management tools a plus.

Robert Half is the world’s first and largest specialized talent solutions firm that connects highly qualified job seekers to opportunities at great
companies. We offer contract, temporary and permanent placement solutions for finance and accounting, technology, marketing and
creative, legal, and administrative and customer support roles.

Robert Half works to put you in the best position to succeed. We provide access to top jobs, competitive compensation and benefits, and
free online training. Stay on top of every opportunity - whenever you choose - even on the go. Download the Robert Half app and get 1-tap
apply, notifications of Al-matched jobs, and much more.

All applicants applying for U.S. job openings must be legally authorized to work in the United States. Benefits are available to
contract/temporary professionals, including medical, vision, dental, and life and disability insurance. Hired contract/temporary professionals
are also eligible to enroll in our company 401(k) plan. Visit roberthalf.gobenefits.net for more information.

© 2024 Robert Half. An Equal Opportunity Employer. M/F/Disability/Veterans. By clicking “Apply Now,” you're agreeing to Robert Half's
Terms of Use.

Apply Here For Job Posting



https://www.roberthalf.com/us/en/mobile-app
https://roberthalf.gobenefits.net/
https://www.roberthalf.com/us/en/terms
https://www.roberthalf.com/us/en/terms
https://www.roberthalf.com/us/en/job/chicago-il/executive-assistant/01300-0013125248-usen?utm_source=EY&utm_medium=referral&utm_campaign=talent_outreach

Please contact Ernst & Young at 866-834-5115 with any questions. Thank you for your assistance.

This Job Posting will expire in 10 days.




