
 
 

The Anton Art Center is hiring! 
October 20, 2021 
 
The Anton Art Center is currently accepting resumes in application for our Executive Assistant 
position, with an anticipated start date in November 2021. This position plays an important role 
in supporting the Executive Director by providing a variety of clerical functions and related tasks 
such as answering incoming calls, communicating on behalf of the Executive, supporting grants 
and regranting administration, and supporting other programs and general operations as 
assigned. 
 
Pay rate for this part-time position is targeted at $15/hour for 20 hours each week. 
 
Minority candidates and candidates of color are encouraged to apply. The Anton Art Center 
does not discriminate against employees or applicants because of race, color, religion, sex, 
national origin, citizenship, veteran status, age, physical disability, sexual orientation, gender 
identity, or any other consideration. 
 
To apply for this job, submit a letter of interest or cover letter (an email is sufficient) and 
resume to Executive Director Phil Gilchrist at pgilchrist@theartcenter.org. This position will 
remain posted until filled. 
 
Questions should be directed to Executive Director Phil Gilchrist by email at 
pgilchrist@theartcenter.org. No phone calls, please. 
 
Review the full job description on the next pages. 

mailto:pgilchrist@theartcenter.org
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ANTON ART CENTER 
Job Description 

 
 
 
Job Title:   Executive Assistant 
Department:   
Reports To:  Executive Director 
FLSA Status:  Non-Exempt 
Prepared By:  ABO 
Prepared Date:  10/01/2021 
 
SUMMARY 
The Executive Assistant is responsible for providing a variety of clerical functions and clerical related 
tasks in support of the role of the Executive Director. Will be responsible for answering incoming calls in a 
polite and professional manner, communicating on behalf of the Executive, supporting programs and 
operations as assigned. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned. 
 

1. Managing the Executives phone calls, prioritizing emails and managing schedules. 
 

2. Scheduling meetings, gathering documents, and preparing meeting agendas and minutes. 
 

3. Independent and confident in writing and editing emails, drafting memos, and preparing 
communications on Executive’s behalf. 

 
4. Maintaining and compiling documentation to submit for reporting purposes 

 
5. Corresponding with both funders and sub-grantees and ensuring the submission of documents, 

as well as completing some grant research.  
 

6. Following up on contracts and maintaining vendor relationships. 
 

7. Prepare mailings including pulling reports, data entry, and mail merging. 
 

8. General receptionists’ duties including taking calls and class registrations. 
 

9. Assist with other clerical duties such as photocopying, faxing, and filing. 
 

10. Perform other duties as assigned to support all programs 
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QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  
The requirements listed below are representative of the knowledge, skill and/or ability required.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
EDUCATION and/or EXPERIENCE 
Computer experience must include Microsoft Office products and the ability to learn and adapt to new 
software with minimal training.  
 
LANGUAGE SKILLS 
Ability to read and interpret general business manuals and periodicals.  Ability to write correspondence.  
High attention to detail and highly organized with deadline driven preparedness. Ability to speak 
effectively with employees, vendors, sponsors, supporters, and customers of the organization. 
Professional demeanor, dress, language and conduct in all communication and interactions when 
representing the Center. 
 
MATHEMATICAL SKILLS 
Ability to add, subtract, multiply and divide in all units of measure. 
 
REASONING ABILITY 
Ability to apply common sense understanding to carry out instructions furnished in written, oral or diagram 
form. 
 
PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of the job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job the employee is regularly required to sit, walk, stand, talk, and 
hear. 
 
WORK ENVIRONMENT 
The work environment described here is representative of what an employee encounters when 
performing this job.  Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
The work environment is a general office environment.  The noise level is quiet to moderate.  Occasional 
driving is required of this job. 
 
Issued to (signature): _____________________________________ 


