
Job title: Executive Assistant
Location: Remote
Comp range: $100K - $115K
Benefits: Competitive Salary, Health Insurance, Remote Work

Looking to be an Executive Assistant to a CEO? This is an opportunity to play a critical role
within an innovative and growing company providing creatives & entrepreneurs the opportunity

to create, discover and sell their NFTs.

About [Company Name]
[Company Name] creates a suite of NFT products centered around a community of leading
creators and innovators. We empower this community by providing open-sourced, no-code tools
and adhere to the crypto ethos of self-custody and decentralization. Our small but growing team
of high-quality professionals is on a trajectory to make [Company Name] the #1 place for
creators on the blockchain. We need additional highly motivated and focused experts who
efficiently execute to obtain our small and large goals.

Why this role exists
You’ll be working directly with the CEO, an enthusiastic technical entrepreneur, and podcaster,
along with our executive team. Besides serving as EA, you’ll provide some operational support
and project management.

Responsibilities
- Help the CEO organize and respond to emails, expense reports, travel arrangements,

scheduling, notes—juggling a lot of interesting balls and keeping them in the air!
- Operations administrative support
- Track and maintain executive files, including contact management, employee

evaluations, and metrics reporting
- Execute other special projects and activities as assigned

Qualifications
- 5+ years as an Executive Assistant (EA)
- 3+ years as a remote EA
- Project management experience
- Experience working at a startup is preferred
- Location in either Pacific or Mountain time zones is required

Required Skills
- Tech-savvy - new software doesn’t scare you
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- Demonstrated aptitude for project management and program administration
- Excellent in written & verbal communication
- Ability to understand organizational structure and work through administrative systems

with keen attention to detail
- Ability to guard your CEO’s schedule to permit him some “exercise/me time” in a polite,

respectful manner
- Experience working with public figures; possess diplomatic skills and discretion
- Fluency in MS Office, Google Docs, Google Sheets, Calendly, Slack, and Zoom strongly

preferred. Excel is a bonus!

Qualities
- Excellent team collaborator to work flexibly and interactively, building strong working

relationships with key external stakeholders
- Enjoys process improvement & detail-oriented work
- Ability to be flexible and forward-thinking to envision and enact solutions
- A GSD attitude and someone who doesn’t need hand-holding

In the first 90-days on the job, you will:
- Take a lot of CEO’s tasks off his plate.
- You’ll be super responsive and not need much, if any, direction.
- Your days will be full and satisfying as you see the difference you’re making in the lives

of our team and customers.
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