WYOMING ASSOCIATION OF MUNICIPALITIES
Position Description — Executive Assistant

X Exempt [] Non-Exempt
X] Salary  [_] Hourly

NATURE/PURPOSE OF WORK:

The Executive Assistant provides high-level administrative support to the Executive Director and senior
staff, ensuring smooth operations across scheduling, event coordination, program management, and
basic financial tracking.

KEY RESPONSBILITIES:
Calendar & Scheduling Management
e Coordinates meetings, appointments, and travel for the Executive Director and senior staff.
e Manage board and committee calendars, including reminders and logistics.
Event Coordination
e Assists executing WAM conferences, regional meetings, and training sessions.
e Support the Deputy Director in venue bookings, catering, registration, and materials preparation.
Basic Accounting & Financial Support
e Assist with invoice processing, expense tracking, and budget reconciliation.
e Maintain records of sponsorships, membership dues, and event-related transactions.
e Coordinate with external accounting services or bookkeepers as needed.
Communication & Liaison
e Serve as a point of contact for member municipalities, vendors, and partners.
e Draft correspondence, reports, and internal communications.
Program & Office Support
e Support ongoing programs and initiatives with documentation, tracking, and communication.
Maintain organized digital and physical filing systems.
Manages Constant Contact database and membership software.
Supports senior staff with other programs.
Provides general administrative support to all staff.
Other duties as assigned by the Executive Director.

RECOMMENDED QUALIFICATIONS:
Knowledge, Skills and Abilities
e Highly professional. Ability to use clear, appropriate judgment in handling confidential
information with discretion.
e Superb oral and writing skills and knowledge of grammar.
e Able to multi-task and manage various projects to completion within assigned deadlines.
e Able to work independently and make sound decisions; able to foresee potential obstacles and
problem solve along the way. Creative problem-solver.
e Develop ideas and learn new skills easily. Some knowledge of municipal and state government
operations in Wyoming and follows issues and municipal concerns as a matter of interest.
e Highly organized and extremely detail-oriented, able to work at a high level of accuracy and
efficiency. Effective at working collaboratively with various groups.




Proficiency in Microsoft Office Suite and virtual meeting platforms.

Basic understanding of accounting principles and financial recordkeeping.

Must be able to travel, both around Wyoming and nationally for training and workshops, as well
as be flexible in the evenings and weekends as events and training schedules require.

Proven experience in executive-level administrative support, preferably in government or
nonprofit sectors.

Associate or bachelor’s degree in business, public administration, or related field.

LEGAL REQUIREMENTS:

Holds a valid Class C Wyoming driver's license.
Must be able to drive automobiles and travel by private or public conveyance.

PHYSICAL AND MENTAL DEMANDS:

Must be able to carry on normal office activities, sometimes throughout long days. This includes
operating office equipment which can cause muscle strain.

Will be required to do some lifting and carrying of moderate loads, such as supplies and
materials from time to time.

Can move about the office and to other locations where meetings are held.

Constant interruptions are typical. The position may require long periods of intense
concentration entering data which requires the highest level of attention to detail and accuracy.



