
Executive Assistant

We are seeking an executive assistant to work alongside a busy company CEO and
become an important part of a fast growing team. This person will be expected to
perform a variety of tasks, help keep long term projects on track, and handle more
urgent requirements. An ideal candidate is responsive, thoughtful, self-directed,
positive, and seeking a challenging role.

About us:

Hollerbach’s is Central Florida’s Premier German Restaurant. They have over 120 staff,
seating for over 600, and see about 6000 visitors each week. Hollerbach’s also puts on
many events throughout the year with their largest festival being Oktoberfest that sees
over 25000 guests. This company also believes in supporting the community. Our CEO
also oversees multiple local non-profit organizations that focus on tourism and
performance arts in the Historic Downtown Sanford corridor.

About the job:

Responsibilities include:

Calendar management, accounting for day-to-day meetings, calls, and movements,
both business and personal
Communicating with teams and assisting with project management
Facilitating the follow through of business development deals
Managing and facilitating a large volume of email replies

About you:
Knowledge, Skills, Abilities include:
Self-motivated, proactive, and forward-thinking
Confident personality and capable of being persistent when necessary
Advanced knowledge of Microsoft Excel
Experience with Google Suite
Diplomatic and tactful
Extremely detail oriented and organized
Maintain a positive attitude and willingness to work with all team members.
Excellent written and verbal communication skills
Must be able to effectively communicate with all levels of internal and external contacts
Ability to work independently and multi-task in a fast-paced team environment
Discrete concerning confidential or sensitive information
This Job Is Ideal for Someone Who Is:
Dependable -- more reliable than spontaneous



People-oriented -- enjoys interacting with people and working on group projects
Adaptable/flexible -- enjoys doing work that requires frequent shifts in direction
High stress tolerance -- thrives in a high-pressure environment

Company offers:
Job Type: Full-time
Opportunity for growth and advancement
Salary: $32-36k/yr 40 hour work week
Benefits:
Health insurance
401k Matching
PTO
Discounts on meals: 50% at Hollerbachs, 15% at Outfitters


