
SIG Combibloc is one of the world’s leading system manufacturers of carton packaging and filling machines for beverages and food with about 5,100 employees in 40 countries.

Executive Assistant to CEO (Bilingual preferred) (m/f) 
Summary:This position is responsible for administrative duties for the President/CEO.Responsibilities include screening calls; managing calendars; making travel, meeting and event arrangements; preparing
reports and presentations. Requires strong computer and Internet research skills and be technological savvy. Should possess a high degree of flexibility, excellent interpersonal skills, project coordination
experience, and the ability to work well with all levels of internal management and staff, as well as outside clients and vendors.

The Executive Assistant will have the ability to work independently on projects. Must be flexible in managing at times unpredictable calendars and meetings.

Essential Duties and Responsibilities include the following:

Maintains a calendar for the President/CEO, assists with scheduling and assures that complete information is updated daily.
Provide Executive level support to Chief Executive Officer which includes (but is not limited to): handling all travel arrangements, creating and submitting all expense reports and medicalclaims processing.
Ensure that tasks assigned to staff members by President are completed and submitted on time
May attend and provide project coordination of meetings and conferences to furnish information, take notes and provide minutes.
Coordinate company-wide functions is including (but not limited to) coordination with venues, catering, audio visual. Assist in arrangements of logistics to include transportation, travel andhotel bookings.
Assists President/CEO with presentations, including translating raw data into spreadsheet or PowerPoint formats, proofing, editing and distributing.
Composes and prepares routine correspondence for signature.
Answers and directs incoming calls to the President/CEO and management team, takes messages, provides information and assists callers.
Assists fellow staff administrators when deemed necessary to complete workload within timeline.
Supports in creation of internal communication.
Performs general administrative duties such as mailing, copying, scanning, filing and other duties as may be assigned.
Occasional Translation of documents from Spanish to English.
Provide technical support to staff as necessary.
Reconcile corporate AMEX account.

Supervisory Responsibilities:

This job has no supervisory responsibilities.

Performance Measurements:

Eligible to participate in the bonus program defined by SIG SVA process.
Prepare accurate correspondence, reports, translations and presentations on schedule without subsequent revisions.
Manage conflicting priorities and multiple projects effectively without losing projects in the shuffle.
Responsible for making senior staff more efficient and effective by virtue of assistance and support provided to them.
Maintain ready access to completed reports, correspondence and presentations.

Competencies:

Proven ability to work in highly dynamic environment and sometimes stressful work environment, functioning effectively within deadlines and timetables, in adapting to change, and acting with asense of
urgency.
Strong problem solving and analysis capabilities.
Strong attention to detail, well organized and effective time management skills.
Proactive, customer-focused and able to work independently balancing multiple demands simultaneously.
Excellent organizational skills.
High degree of ethical standards - ability to maintain confidentiality of sensitive information.
Strong verbal and written communication skills.
Ability to work non-standard hours if needed to complete a project.
Must be flexible, organized, resourceful and efficient
Impeccable organization, attention to detail, and consistency is a must.

Additional

Takes initiative, ownership and accountability for projects demonstrating consistent follow through to accomplish tasks. Thrives in a dynamic, fast-paced business environment and adaptable to change

To perform the job successfully, an individual should demonstrate the following competencies:

Qualifications:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience:

Associates or Bachelors' degree preferred.
Minimum of 6 years of advance administrative experience; last 3 years of which have been for a senior or C-level experience.
May be required to act as a Notary Public.
Advanced knowledge of Microsoft Office Suite.
Must be able to travel - less than 10%.
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