
 

 

 

Executive Assistant 

 

Company: Indiana Biosciences Research Institute 

 

Job Title: Executive Assistant 

 

Job Function: Administration 

 

Start Date: May 1, 2017 

 

 

Job Description: The Executive Assistant provides administrative support to executive officers, 

including the CEO and CSIO, and may supervise other support staff.  

 

This position requires experience working with senior executives, both internally and 

externally, and experience interacting with customers, vendors, visitors, government 

officials and other dignitaries.  Among other duties, this individual will: 

 acquire and maintain in-depth knowledge of Institute operations, policies, 

and procedures 

 appropriately handle highly confidential and sensitive information 

 prepare and edit correspondence, communications, presentations, and other 

documents 

 manage and maintain executives’ schedules, appointments and travel 

arrangements 

 arrange and coordinate meetings and events 

 manage incoming calls and communications 

 utilize professional judgment in finding practical solutions to problems that 

arise 

 train and supervise other support staff as assigned 

Experiences and  
Qualifications:     

o Previous experience (5+ years) in providing administrative support for senior 

executives; C-Level support experience preferred 

o Bachelor’s degree desired or professional certification plus relevant experience 

o Ability to maintain confidentiality 

o Strong written and verbal communication skills 

o Excellent interpersonal and customer service skills 

o Organizational and planning skills 

o Problem analysis and problem-solving skills 

o Judgment and decision-making capabilities 



 

 

 

o Proficient in relevant software such as MS Office Suite 

o References required 

 

 

Company Description: The Indiana Biosciences Research Institute (IBRI) is a nonprofit, independent 

research organization focused on metabolic disease and poor nutrition. Built to 

conduct research a better way – outside the confines of traditional academic 

research – IBRI invests in entrepreneurial research talent to pursue breakthrough 

and translational science to improve the health of individuals and the community 

in collaboration with others. The IBRI was inspired by Indiana’s leading global life 

science companies and academic research institutions that have a shared 

interest in attracting the best researchers from around the world to collaborate 

and work alongside their respective research and development teams to bring 

the next generation of medicines, diagnostics, devices and food products to 

market.  

 

 


