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EXECUTIVE ASSISTANT TO PRESIDENT 

(NEW YORK CITY PUBLIC HOUSING PRESERVATION TRUST) 
 

Duties Statement: 
 
Under direction, performs highly confidential and exceptionally difficult and responsible 
administrative work under the direction of the President. All incumbents perform related 
work.  
 
The incumbent participates in, and relieves the President of the administrative detail of the 
office, and discharges the usual duties of an executive assistant acting in a most exceptional 
and responsible capacity. Handles extremely important, complex, and confidential 
materials. Records the proceedings of meetings and conferences, and prepares the 
agenda, spreadsheets, and presentations, and makes all necessary arrangements for the 
same. Oversees teleconference set-ups, answers phones, routes inquiries and handles 
complaints. Reviews, prioritizes, and handles correspondence. Screens telephone calls, 
messages, and incoming written materials. Prepares and edits reports, memoranda, and 
announcements. Engages in research activities to compile and arrange data for the 
expeditious consideration and determination of policy questions. Organizes and maintains 
the executive’s private files. Prepares purchase requests. Maintains supply and equipment 
inventories. Coordinates vacation schedules of senior personnel. Keeps the executive 
informed of pending matters and appointments. Plans, assigns, and reviews the work of 
subordinates, and is responsible to the executive for the satisfactory completion of the work 
assigned.  


