
Admin/personal/exec assistant 
 
Woman-owned marketing business seeks admin assistant with excellent PC skills that is motivated, 
reliable, responsible, accurate, and organized.  The ideal candidate wants to excel in their own life and is 
looking for a long-term commitment.  My business is growing rapidly and this is an excellent opportunity 
for growth in pay, responsibility, and additional commission-based income above hourly rate (or salary). 
 
My business helps small business owners grow their businesses and achieve their dreams.  I offer 
products, workshops, consulting, events, and group programs.  I also develop websites and write 
newsletters for clients.   Our client base of well over 700 clients includes many accounting professionals 
who are very left-brained, organized and logical, yet creative enough to run and grow their own 
businesses and serve clients’ complicated technology challenges.   
 
Experience working as an admin, personal, or executive assistant is essential.  You must have experience 
interfacing with clients, setting appointments and managing calendars, proofreading, researching and 
developing documents and spreadsheets, reconciling lists, using project management tools, scheduling 
emails, and coordinating with vendors.     Accuracy is paramount.   Some of the applications we use on a 
regular basis include Microsoft Word and Excel, Google Calendar, Wrike, Ning, Constant Contact, and 
1ShoppingCart.  Researching and writing skills are plusses.   
 
The ideal candidate will have a desire to continually learn new skills as well as a friendly, slightly 
outgoing personality.  This is a positive, energetic, and FUN business.  You will work with other team 
members in our San Jose office.    
 
Essential Requirements: 
2 years administrative assistant experience, preferably with a busy executive  
Above average communication skills and a cheerful disposition 
Understanding of some of the above-listed software packages or a fast ability to learn 
Typing and word processing ability 
Above average PC and web skills  
 
$12 to $16/hr base to start, with bonuses when overall company revenue goals are reached.  This is a 
part time, temporary job with an opportunity to advance rapidly to a full time permanent job with 
benefits including health insurance, PTO, and vacation time for the right person.  San Jose area just 
south of downtown in the Willow Glen area.   
 
To apply: 
 
Send a cover letter with your resume to leyvaassistant@gmail.com.  Only 2 formats will be accepted: 
PDF and inline.  Do not send doc files; we will not open them and you will not be considered for the job.  
In your cover letter, tell us five things in no longer than 1 page: 
 

1. The hours you can work.  We work in the range of 7:00 – 5:00 pm M – F.  
2. What day you are available to start. 
3. Describe a research project you’ve done as an admin assistant for your boss that best 

communicates your skills to me.  
4. Describe any client communications experience you’ve had or let me know you have not had 

any. 

mailto:leyvaassistant@gmail.com


5. Your most recent hourly rate of pay and what you expect.    
Please send your resume and cover letter ASAP.  Speed and fast action-taking are rewarded in my 
company.   
 
 
 
 
 
 
 
 


