Rationale for Reclassifying Position from Administrative Assistant to Executive Assistant

The current Administrative Assistant role has evolved significantly over time to include responsibilities
that exceed the typical scope of an Administrative Assistant. The position now requires advanced skills,
greater autonomy, and higher-level support for executive leadership. To reflect the expanded scope and
complexity of the role, we propose reclassifying the position to Executive Assistant.

Key Changes in Responsibilities

Strategic Support: The role now involves assisting senior executives with strategic planning, decision-
making processes, and high-level project coordination. This includes preparing reports, presentations,
and briefing materials for executive meetings.

Confidentiality and Discretion: The position requires handling highly sensitive and confidential
information, including legal documents, executive communications, and organizational strategies.

Stakeholder Management: The role entails significant interaction with internal and external
stakeholders, including high-profile clients, board members, and partners. This includes managing
relationships, scheduling meetings, and ensuring seamless communication between parties.

Autonomy and Initiative: The position demands a proactive approach to identifying priorities,
resolving issues, and anticipating the needs of the executive leadership team without constant
supervision.

Advanced Administrative Tasks: Beyond standard administrative duties, the role includes managing
complex calendars, organizing large-scale events or meetings, overseeing special projects, and
coordinating travel arrangements that involve multi-leg international itineraries.

Leadership Support: The role supports not just one executive but often an entire leadership team,
requiring advanced organizational skills and the ability to manage competing priorities.

Justification for Reclassification

Increased Complexity: The added strategic and operational responsibilities require a skill set that
aligns with an Executive Assistant role.

Market Benchmarking: A review of similar roles in comparable organizations indicates that these
responsibilities are typically assigned to Executive Assistants.

Employee Retention and Recognition: Reclassifying the position appropriately recognizes the
employee's contributions, fosters job satisfaction, and ensures alignment with industry standards.

Organizational Efficiency: Elevating the role reflects its critical impact on the organization’s efficiency
and effectiveness in achieving strategic objectives.

Recommendation

Reclassifying the position from Administrative Assistant to Executive Assistant is a necessary
adjustment to accurately represent the duties and expectations of the role. This change will ensure
proper alignment with organizational goals, adequately compensate the employee for the additional
responsibilities, and enhance the overall support provided to executive leadership.



