
 

 

Job Title: Executive Virtual Assistant (EVA) Date: 

Job Description:  

The Executive VA is your own private, personal concierge—organizing everyday 

minute details and general support for your business needs, including but not 

limited to email, calendar and database management, documentation, and action 

items. 

 

Job Specific Skills, Traits & Responsibilities: 

 

1. Excellent communication skills, both spoken and written to address leads, clients, peers, 

vendors, and teams  

2. Experience in Customer Service and Operations, with outstanding soft skills 

3. Impeccable attention to detail, with strong organizational and time management skills  

4. Proactive and a self-starter, adaptable and open to improving processes and task flows 

5. Results-oriented and driven, has the stakeholder mentality, providing unsurpassed client 

service excellence 

6. Tech-savvy and quick to learn and master software and applications 

 

Key Activities & Duties: 

 

1. Provide Administrative support to the business owners 

2. Responsible for keeping owners informed regarding any problems or issues that need to 

be handled or escalated 

3. Manage calendars: keep owners apprised of calendar, action items, messages and 

relevant business issues, both internal and external 

4. Make appropriate, informed decisions regarding owners available time 

5. Screen incoming calls & email correspondence, determine the priority and respond 

appropriately while making recommendations as needed regarding appropriate action 

and follow-up 

6. Gather voicemail messages and phone messages, taking initiative on appropriate action 

or routing to appropriate person 

7. Make travel and lodging arrangements as needed 

8. Create and format documents electronically including letters, emails, marketing 

materials, status reports, spreadsheets, and other related documents 

9. Electronically file, and track a variety of business documents 

10. Coordinate meetings including scheduling, agenda creation & logistics. 

11. Be able to pull up a customer record and solicit feedback 

12. Ensure smooth operation of systems for lead generation, contact database management 

(CRM), and back office support. Ensures that all systems and processes run efficiently, 

making revisions as needed 

13. Maintains and helps build operation manuals (SOP) that documents all systems, 

processes and standards 

14. Be able to enter contacts, running queries, exporting data, launching plans and activities, 

referrals, create/update templates in database/CRM.  

15. Other ad-hoc and miscellaneous duties as needed within their abilities 


