Executive Assistant

Office of the Director, The J. Paul Getty Museum

Requisition: 2370

Seeking a highly organized, responsible and multi-talented individual to provide high-level administrative and managerial support for the Director and his office at the J. Paul Getty Museum.  Working with a small departmental/program staff, the Executive Assistant (EA) directs the day-to-day operation of the office and establishes administrative priorities.  Manages office workflow, drafts correspondence, manages complex schedules and travel arrangements, plans, executes and supervises events, prepares and tracks departmental budget, oversees entertainment/hospitality on and off-site, handles a broad range of complex inquiries, issues and confidential materials, and has significant interaction with VIP guests.  Assists executive w/ day-to-day organization of office, internal and external communication of all kinds, prioritizing work, calendar and scheduling arrangements.   

In addition to supervising office staff, the EA works on a wide variety of complex assignments of a critical and/or confidential nature, frequently exercising independent judgment and making decisions on behalf of the Director based on a knowledge of policies, procedures and personnel.  Serves as a communication link between the director and other senior-level executives, and maintains extensive contact with all levels of internal staff as well as with external professionals, VIP’s and various arts organizations and membership organizations.  

Principal Duties and Responsibilities include the following:

Acts as office manager.  Develops office procedures and systems, including files, and oversees maintenance of systems.

Delegates work to two other subordinate staff members.  Follows up, and informs Director of actions and/or results, as appropriate.

Working with office staff, books travel arrangements and itineraries; arranges logistics for meetings on and off-site; schedules and reschedules meetings for Director.  Maintains calendar and processes expense reports.

Draft correspondence and memoranda for Director.  Prepares, edits, types, proofreads, and occasionally composes correspondence, memoranda, contracts and other documents related to the operation of the office.  Performs typing and data entry using computer, spreadsheet and database software.

May take, transcribe and circulate minutes from meetings. 

Manages independent projects, and may undertake editorial, research and/or administrative projects and conducts data analysis.

Assists director in the performance appraisal process, and evaluates own staff.

Has contact with all departments, other Programs, the Trust, other museums, scholars, dealers and the public.  May arrange visits, greet guests and escort them to the department, or delegate as appropriate.

May coordinate special events related to the operation of the Director’s office, such as council meetings, exhibition-related events, parties, dinners and luncheons, both on-site and off-site.

Qualifications:

The qualified candidate will have a minimum of 6+ years related administrative experience in progressively more responsible positions as executive secretary or executive/administrative assistant, or some combination of experience that would develop administrative organizational, communication, secretarial and basic bookkeeping skills, preferably at least some with not-for-profit visual arts organizations.  High school diploma required; Bachelors degree in art history or allied arts strongly preferred.  Fluency in French, Italian or Spanish highly desired.  Professional demeanor and ability to interact comfortably with VIPS, senior staff and the general public is essential.  Must have excellent interpersonal skills; be diplomatic; discreet in handling highly confidential material, have excellent verbal and written communication skills, and be organized and efficient in managing his or her own time and the time of the director, in meeting deadlines, and in coordinating work on several projects at once.  Must be proficient in operating personal computer software, windows and data base software.

We offer an excellent benefits package.

Position is exempt.

How to apply

Please e-mail cover letter, resume, and salary history to jobs@getty.edu indicating 

“Executive Assistant-Museum, Director’s Office 2370” on the subject line.

Or you may send to:

The J. Paul Getty Trust

Attn: Human Resources/JN

1200 Getty Center Drive, Suite 400

Los Angeles, CA 90049

Equal Opportunity Employer

