
 
 
Office Manager/Exec Admin 
 
 
General Description - We are looking for an up-beat and experienced Executive Assistant that can work 
in a fast-paced environment. Provide high-level administrative support to Executives and team based in 
Santa Clara. The successful candidate will be pro-active, organized, intelligent, business savvy, team-
player yet can work independently without guidance. Consider yourself the point person for the office 
so getting quickly familiar with the company's goals and on-going projects is a must! You will be able to 
multi-task and serve as a point of contact for the company. 
 
Job Duties: 
•Managing aspects of the Executive communications with discretion and confidentiality. Ask questions 
where necessary and inform Executive staff of decisions made 
•Arranging travel itineraries for Executive staff and other employees for offsite meetings, events, etc.  
•Handling special product orders: locate vendors, negotiate rates, maintain office, etc. 
•Handling documentation for HR/Benefits 
•Handling online research and miscellaneous personal errands for company leader.  
•Drafts correspondence such as letters and emails on behalf of company leader. 
•Prepares and coordinates agenda packets for board meetings. 
•Assist Accounting: approve purchase orders and invoices and follow up on invoices or charges in 
question. 
•Provide additional support as necessary  
 
Requirements: 
•Organizational and planning skills 
•Must be pro-active! 
•Able to work under pressure and with changing deadlines is a must 
•Communication skills 
•Ability to do research online 
•Tech-savvy a plus 
•Confidentiality 
•Attention to detail and accuracy a must 
•Flexibility (ability to work late, weekends if necessary) - this does not happen often 
•Work independently and team player 
*Multi-tasking expert 
* Must have 7+ years' experience 
 
Who We Are:  
 
DataFinity is a global marketing technology consulting firm that helps organizations succeed with 
integrated marketing program development, digital marketing and marketing automation. Due to 
expansion, we are seeking motivated and talented members to join our world class team.  
We offer a great opportunity to thrive in within a young, energetic and performance-oriented 
environment. You will have an opportunity to join a fast paced Marketing Services firm and support our 
team to provide top notch client services.  

 


