Executive Assistant / Office Manager — San Francisco (onsite)
**Venture Capital or private equity industry required.

As the Executive Assistant/Office Manager, you will provide high-level administrative
support to the Founding/Managing Partner, General Partner, and other investment
professionals as needed at a fast-paced financial services firm. This role requires an
exceptional calendar expert who thrives in a high-pressure environment, expertly
managing a complex, ever-changing schedule with shifting priorities. You will anticipate
needs, resolve scheduling conflicts, optimize your executive's time, and remain highly
responsive, including availability after hours when needed. This will be a very fast-
paced role!

About You

* You are a true calendar guru who enjoys the challenge of managing a high-
volume, constantly changing calendar.

* You thrive in a fast-paced environment with a high velocity of meetings,
competing priorities, and last-minute changes.

* You are responsive, proactive and resourceful, anticipating scheduling conflicts
before they arise and creating order out of complexity.

*  You are tech-savvy and leverage technology to improve efficiency and
productivity for yourself and your team.

* You have impeccable attention to detail and exceptional organizational skills.

* You are highly professional with outstanding communication skills, sound
judgment, and the ability to handle confidential information with discretion.

* You project confidence and warmth when interacting with executives, employees,
clients, and visitors.

* You possess the highest level of integrity and professionalism.
Job Responsibilities

* Expertly manage a complex, high-volume calendar using Microsoft Outlook,
balancing competing priorities, accommodating urgent requests, and adapting
seamlessly to frequent schedule changes.



Anticipate executive needs and proactively optimize scheduling to maximize
productivity and minimize conflicts.

Coordinate meetings across multiple stakeholders and time zones while ensuring
all logistics are handled flawlessly.

Make travel arrangements both domestic and international as required.

Provide administrative support in a dynamic environment where priorities can
shift quickly throughout the day.

Assist with coordinating office move while working with vendors.
Provide office management and facilities management support.

Assist operations manager as needed.

This opportunity will begin on a temporary, full-time basis with an opportunity to
become permanent.

For full-time permanent employees, compensation package will include:

Base Salary: up to $165,000 DOE
Discretionary Bonus Target: 15%

Benefits: These will begin after the trial period (30 days benefits initiation is fairly
standard in any case) and cover 100% of health care premiums amongst other
benefits outlined.



