
Position: Administrative Assistant to the CEO

About Us:

Mission:

Desired Impact:

Position reports to:

Classification:

Salary and Benefits:

Application Deadline:

Job Description:

Qualifications: 

The Silver Bay YMCA Conference & Family Retreat Center was founded in 1902 and is located in 
Silver Bay, NY. Its 700 acre campus along one mile of Lake George shoreline offers a wide breadth of 
programs for all people and ages. Silver Bay YMCA presently employs ~50 full-time staff members plus 
a seasonal staff of ~200. Silver Bay YMCA is consistently ranked one of the top ten family reunion 
sites in the country and is on the National Register of Historic Places with the U.S. Department of the 
Interior. Silver Bay is engaged in various on-going modernization projects, including the newly opened 
$14 million William Boyd Center. As a mission based organization, Silver Bay YMCA offers a broad 
range of community outreach programs. 

The mission of Silver Bay YMCA is to foster a lifelong sense of belonging, strengthen relationships, 
and nurture spirit, mind, and body for all.

Because of the Silver Bay YMCA, personal and family bonds are stronger. People are more connected, 
respectful, and caring; have the confidence to develop to their fullest potential; and impact the 
communities in which they live. Inspired by the beauty of the landscape at Silver Bay, they become 
better stewards of the environment.

CEO

Full Time/Non-Exempt

Salary commensurate with experience. Excellent benefit package includes a 10% contribution towards 
retirement and a generous paid time off policy.

Applications accepted until the position is filled. Interviews for qualified applicants will begin immediately.

Reporting directly to the CEO, the Administrative Assistant is a full-time position that provides 
executive support in a one-on-one working relationship. The Administrative Assistant serves as a key 
point of contact for internal and external constituencies on matters pertaining to the CEO and also 
serves as a liaison to the board of trustees. The ideal individual will have the ability to exercise good 
judgment in a variety of situations, with strong written and verbal communication, administrative, and 
organizational skills, and the ability to maintain a realistic balance among multiple priorities.

• College degree from an accredited university preferred, high school diploma required. 
• 1-3 years of experience supporting C-Level Executives, preferably in a non-profit organization,  

 though for exceptional candidates this requirement will be waived. 
• High level of confidentiality and ability to proactively and intuitively support the CEO. 
• Proven ability to: handle confidential information with discretion, adapt to various competing  

 demands, and demonstrate the highest level of customer service and response. 
• Proficiency in Microsoft Office (Outlook, Word, Excel, and PowerPoint) and Adobe Acrobat Pro.
• Very strong organizational skills that reflect ability to perform and prioritize multiple tasks  

 seamlessly with excellent attention to detail. 
• Very strong interpersonal skills and the ability to build relationships with stakeholders, including  

 staff, board members, external partners, volunteers and donors. 
• Strong written and verbal communication skills. 

87 Silver Bay Road, Silver Bay NY 12874 
P 518.543.8833 or 1.888.758.7229
www.silverbay.org

SILVER BAY
Conference and Family Retreat Center on Lake George



Position: Administrative Assistant to the CEO

Roles & Responsibilities:  

  

Board Support & Liaison:

How to Apply:

• Emotional maturity, flexible and team oriented, and able to support other leaders in the organization. 
• Demonstrated ability to achieve high performance goals, work under pressure and meet deadlines.
• While limited, the position will require the individual to work selected weekends and/or evenings as  

 needed. A flexible mindset is needed.

• Proactively plans, coordinates and manages the CEO’s schedule, ensuring it is followed and 
 respected. Provides “gatekeeper” and “gateway” role, creating win-win situations for direct  
 access to the CEO’s time and office. 

• Communicates directly and on behalf of the CEO, with board members, donors, and others on  
 matters related to CEO’s programmatic initiatives.

• Research, prioritizes, and follows up on incoming issues and concerns addressed to the CEO,  
 including those of a sensitive or confidential nature. Determines appropriate course of action,  
 referral, or response and follows through accordingly.

• Provides a bridge for smooth communication between the CEO’s office and internal departments,  
 demonstrating leadership to maintain credibility, trust and support with senior management staff. 

• Schedules and attends all internal staff meetings at CEO’s request and ensures that all meeting 
 details are arranged and accounted for in advance. 

• Works closely and effectively with the CEO to keep him well informed of upcoming commitments  
 and responsibilities, following up appropriately. Acts as a “barometer,” having a sense for the  
 issues taking place in the environment and keeping the CEO updated.

• Successfully completes critical aspects of deliverables with a hands-on approach, including  
 drafting, preparing, and editing acknowledgement letters, personal correspondence,  
 presentation or meeting materials, and other tasks that facilitate the CEO’s ability to  
 effectively lead the organization. 

• Welcomes guests, visitors, and staff in a polite and professional manner, both in person and by  
 telephone, and answers or directs inquiries appropriately. 

• Other duties as assigned. 

• Serves as the CEO’s administrative liaison to the board of trustees. 
• Organizes and supports all logistical aspects of quarterly board meetings (including but not 

 limited to scheduling agendas, preparing meeting spaces, organizing and preparing meeting 
 materials, etc.) to ensure board meetings are organized and focused on strategic issues. 

• Serves as recording secretary at board and committee meetings as required. Maintains database 
 of meeting minutes, board membership roster and directory, and related confidential information. 

• Assists board members with travel arrangements, lodging, and meal planning as needed. 
• Maintains discretion and confidentiality in all communications and relationships with board members. 
• Adhere to compliance with applicable rules and regulations set in bylaws regarding board 

 and board committee matters, including advance distribution of materials before meetings in 
 electronic/paper format. 

Please send resume and cover letter to Steve Tamm, CEO, stamm@silverbay.org
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