
 
 
 
 

Executive Assistant Job Description  

Position Title: Executive Assistant
FLSA Status: Non-Exempt, Full Time
Core Program Competencies: General & Administration
Department Name: General & Administration 
Supervisor’s Title: Executive Director
Pay: $15/hour 
Benefits: Individual Retirement Account, Free Basic Health Insurance, Vision Insurance, Short Term and 
Long-Term Disability, Life Insurance, Tech Stipend, 11 Paid Holidays, 15 PTO Days, PSL
Location: Buffalo, NY 
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