NYU Child Study Center

Department of Child and Adolescent Psychiatry

Job Description

Executive Assistant – Office of the Chair

Position Overview:

The position provides high-level support to the Department Chair.  Individual sought to manage this busy office, supervise other staff, and serve as back up to Executive Director and Director of Clinical Administration. Individual will manage the Chair’s calendar and correspondence, handle high-level, confidential documents and will work independently.  Hours are 9-5 with some flexibility.  

Responsibilities include but are not limited to:
· Manage the activities of the Office of the Chair
· Supervise administrative assistant and other staff as needed
· Manage organizational memberships and professional responsibilities for the Chair, organizing speaking engagements and drafting materials and correspondence
· Serve as liaison to other offices at the MC and the University
· Manage the Chair’s calendar, prepare materials for meetings and ensure all participants receive meeting materials
· Manage and perform special projects, supporting the Chair and the Executive Director as assigned
· Serve as editor for marketing materials developed in house or other documents, brochures, flyers, subject recruitment materials, etc.
· Work with CSC Board Members, assisting them in carrying out their assignments for the Department
· Assist Development office with events, solicitations and stewardship
· Manage office budget for the Chair, allocating and tracking expenses

Requirements and expectations:

· Demonstrated excellence in interpersonal and communication skills, including the ability to write and edit complex information 
· Superior organizational skills and ability to work independently
· Knowledge of MS Office applications, flexible schedule, experience in health care setting/academic medical center a plus
· Interest in children or mental health required
· BA strongly preferred 
Application Instructions:

Please email your current resume or CV to careers@aboutourkids.org and specify the position for which you are applying.

New York University Langone Medical Center is an equal employment/affirmative action employer and does not discriminate on the basis of race, color, religion, gender, sexual orientation, marital/or parental status, age, national origin, citizenship, disability, veterans status, or any other classification protected by applicable Federal, State, or Municipal Law.
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