
 

ROX is a 501(c)3 non-profit organization that is focused on the health, safety, 
education and empowerment of girls.  Our mission is to create generations of girls 
who are in control of their own relationships, experiences, decisions and futures. 

We believe that we must simultaneously impact girls, educate and support the adult 
influencers in girls’ lives and improve the societal conditions that have the potential to 
negatively impact girls. We have a multifaceted approach to our work in order to have 
a substantive impact and that is why we:  

• Deliver evidence-based programming to more than 3,500 girls in 200 schools 
across the country. 

• Educate teachers, counselors and administrators on issues impacting girls and on 
best-practices for educating and supporting girls. 

• Help parents understand, support and connect with their daughters by delivering  
parent workshops and symposiums.  

• Conduct ongoing research on the impact of our programming.  
• Conduct national research on the larger population of diverse girls to inform local, 

regional and national programs and policies. 

we are hiring an Executive assistant! 

You are detail-oriented, attentive and focused.  You are a task-master who can create 
organization from chaos and can streamline multiple moving projects.  You are a self-
starter who is independently productive, but who also functions well as a team player 
on a small, but mighty team. 

You are a strong writer and communicator with experience in crafting professional 
correspondence and you are an amazing proofreader.  You easily develop systems to 
create efficiencies and to enhance office productivity.  You communicate your ideas 
clearly and help others see assignments and projects through to fruition.  You are 
dependable and reliable, yet flexible — you can easily shift gears to respond to the 
ever-changing needs of a rapidly-growing organization. 

The mission of ROX is to create 
generations of confident girls who are in 

control of their own relationships, 
experiences, decisions and futures.



You are resourceful and relationship focused.  You maintain excellent records of 
contacts, meetings and communications and work to foster the warm, genuine, 
supportive and empowering environment that ROX represents.  You are skilled at 
database management and can easily assist with processing expenditures, invoices 
and donations. 

You are passionate and caring and you deeply want to have a positive impact on the 
world. You have a voice and opinions, a great sense of humor and can flourish in an 
active work environment with others who work hard, laugh a lot and commit to make 
the world better for girls.  You are a champion for social justice and have a passion for 
diversity, equity and inclusion. 

You will provide administrative support to the Executive Director by scheduling 
meetings, managing calendars, communicating with new inquiries and existing 
stakeholders and supporting the ongoing growth of ROX.  You will be the main 
contact for the office functions of ROX and will interact with staff, board members and 
board committees, facilitators, donors and community members.  You will manage 
the day-to-day logistic operations of the office and will play a critical role in the 
enhancement of organizational effectiveness and efficiency. 

Responsibilities 

The responsibilities for this full-time position will include, but are not limited to the 
following: 

Primary Administrative Duties: 
• Provide ongoing administrative support including scheduling meetings, 

conference calls, managing calendars, arranging travel, attending and supporting 
speaking engagements, etc. 

• Collect information and resources required for meeting preparation 
• Develop systems to increase the organizational efficiency 
• Assist with data entry, research and report development 
• Other projects, assignments, tasks and support as assigned by the Executive 

Director, including organizational culture building, development and fundraising 
and external communications 

Additional Office Management Duties: 
• Coordinate and manage the program material distribution for local and national 

ROX sites  



• Oversee online and retail store orders including tracking and maintaining 
inventory, fulfilling orders, shipping materials, procuring supplies, etc. 

• Coordinate large-scale events at the office including facilitator trainings, board 
meetings, volunteer meetings and community receptions  

• Support community programming and events as needed (occasional evenings 
and weekends) 

• Organize materials, supplies for upcoming programs, presentations, workshops, 
conferences and travel 

• Other projects, assignments, tasks and support as assigned by the Executive 
Director 

Additional Preferred Candidate Competencies: 
• Computer/Tech Skills: Microsoft Word, Excel, PowerPoint; Apple Pages; Google 

Suite; QuickBooks 
• Valid driver’s license and reliable transportation 
• Previous experience as an executive assistant 

to apply for this position: 

Please send us a note and let us know why you are a great fit for this job.  We want to 
know about you, your education background, your relevant experience as an 
executive assistant and your passion for our work — beyond what is listed on your 
resume! Please send your resume and a letter describing why you would want to 
work at ROX to research@rulingourexperiences.com with Executive Assistant in the 
subject.

mailto:research@rulingourexperiences.com

