Executive Assistant
For the poised and organized administrative professional, this is your opportunity to play a key support role at Spiration Inc., a medical device company committed to improving the quality of life for patients with acute and chronic conditions of the lung through the development of novel therapies.  

As our Executive Assistant, you will provide exceptional administrative support to our CEO, CFO and Senior Manager for Human Resources and Administration in a variety of capacities including managing a wide variety of communications, conferences and travel schedules. You will be involved in a diverse array of projects and priorities, ranging from the executives you support to involvement in key business functions of the company. 
As a key liaison, you’ll convey the balance of professional poise and human touch as you interface with the entire organization as well as outside visitors, investors, physicians, and other corporate partners.  Pivotal to your success is a proactive attitude as you leverage your razor-sharp attention to detail to stay on top of all our administrative needs.  In addition, you will be adept at dealing with the inherent personal sensitivities of confidential information and the demanding requirements of a company that is in clinical trials for FDA approval and readying for commercial opportunity. 
Why Spiration?

At Spiration, every employee plays an essential role in our success. We’ve fostered a positive, dynamic and close-knit environment maintaining the entrepreneurial vigor of a start-up atmosphere.  If you love being challenged, this is the perfect environment as our dynamic business is growing and changing every day.  You will be exposed to a continual stream of challenges and learning opportunities, supporting people who are passionate about their work and where your individual contribution will make a difference. 
Excellent compensation.  
In addition to a competitive salary, we offer a comprehensive benefits package that includes medical/dental/vision coverage, 401(k) and more.

What You'll Bring to the Table

· College Degree preferred, High School Diploma required.  Appropriate, relevant job experience may be substituted for preferred educational requirement.
· Solid 5 -10 years of related experience with a minimum of 3 years as an executive assistant, including: 

· Experience supporting multiple executives
· Ability to handle pressure and maintain professional attitude

· Discretion, diplomacy, and ability to keep confidentiality

· Experience with complex conference and travel arrangements 

· Strong calendaring experience 

· Ability to handle high volume of email and correspondence
· Advanced proficiency in MS Office suite, including Word, Excel and PowerPoint
· Excellent interpersonal, verbal and written communication skills

· Strong organizational and multi-tasking skills
· Experience in large and small organizations
· Experience and interest in medical device industry
More About Your Role

If you are a good fit for this position, you understand the importance of this position. 
We will look to you to remain flexible, as your day-to-day activities will shift according to the needs of the executives, but in general, your responsibilities supporting the President/CEO and the Executive Team will include:
· Appointment schedules and travel arrangements.
· Prepare corporate presentations using Power Point.

· Work closely with other administrative staff to accomplish organizational goals and ensure the efficient daily operation of the company.

· Compose and prepare confidential correspondence, reports and other complex documents; respond to routine external correspondence; prepare agendas, minutes                of meetings.

· Perform special projects and assignments; demonstrate the ability to handle multiple tasks with little or no supervision, providing appropriate status reports. 

· Organize programs, events, meetings or conferences by arranging facilities and caterers, issuing information or invitations, coordinating speakers and controlling event budget.

· Create and maintain database and spreadsheet files.

· Update and maintain administrative systems, procedures and policies that contribute to increasing efficiency.

· Perform data entry and electronic data transfer functions involving various types of electronic media.

· Perform other duties as necessary and assigned. 

Keys to Success

To succeed in this role, you will expertly manage details so that each day flows smoothly for the executives you support.  Several key attributes will aid your success in this role, including: 

· Excellent communication skills -handle correspondence and build relationships with a broad range of high-performing executives.

· Forward-thinking - pay robust attention to details but always keep an eye on the big picture as you anticipate demands and carry forward lessons learned from similar projects.

· Innovation - demonstrate a strategic approach to problem solving, continually evaluating our processes and systems as you look for new and better ways to help us achieve our objectives.

· Flexibility - handling multiple systems and processes while supporting diverse stakeholders will regularly call upon your abilities to multitask, prioritize, and easily adjust to the evolving needs of the business; showcase a “whatever it takes” attitude to get the job done right.
· Grace under pressure - the fast pace and sometimes high pressure nature of our offices demands a cool head, sense of humor and the poise of a true professional. 

If this sounds like the right mix of challenge and opportunity for you, and you meet the minimum qualifications, we want to hear from you!
Who We Are

Spiration is committed to improving the quality of life for patients with acute and chronic conditions of the lung through the development of novel therapies. Founded in 1999 in Redmond, Washington, Spiration is a pioneer in its field, with more than 55 issued or pending patents addressing various conditions of the lung. 

