
 
Title: Special Assistant to CEO & CRO 

Reports to: Chief Executive Officer and Chief Revenue Officer 

Type: Part-Time, up to 20 hours per week 

Location: Stamford, CT 
 
Who We Are: 
 
buildOn is a not-for-profit organization working to break the cycle of poverty, illiteracy and low 
expectations through service and education. We’re not a charity, we’re a movement. In the United 
States, we run intensive service-learning programs in under-resourced, urban high schools in six 
major cities. Through these programs, buildOn empowers youth to transform their communities 
through high-impact service. Over the last 28 years, buildOn has empowered more than 100,000 
urban youth to contribute more than 2.3 million hours of service that has touched the lives of more 
than one million people living below the U.S. poverty line. 
 
Globally, teams of students from buildOn programs fan out across the world to help build schools 
in the economically poorest countries on the planet. We have now built over 1600 schools in Haiti, 
Nicaragua, Guatemala, Mali, Burkina Faso, Senegal, Malawi and Nepal. More than 220,827 
children, parents and grandparents attend these school everyday and at least, 50% of these 
buildOn students are girls or women. Community members have organized leadership 
committees and contributed more than 2.9 million volunteer work days to building their schools.is 
a not-for-profit organization working to break the cycle of poverty, illiteracy and low expectations 
through service and education.   
 
We hope you’ll consider joining our team! 
 
Who We Want: 

buildOn seeks a dynamic and responsible Special Assistant to perform high-level administrative 
and clerical tasks for the CEO and CRO. Reporting directly to the CEO and CRO, the Special 
Assistant will excel at time management, organization, and planning skills, acting with little 
supervision, anticipating needs while managing the day to day workflow, and prioritizing various 
projects. The Special Assistant will handle the administrative duties, scheduling, contact 
management, preparing materials for meetings, and supporting a wide range of unique projects. 
The Special Assistant will serve as the primary point of contact for internal and external 
relationships. The Special Assistant also serves as a liaison to the board of directors and senior 
management teams. The ideal individual must be proactive, possessing a strong sense of 
urgency, and must pay close attention to detail. They must exercise good judgment in a variety 
of situations, with strong written and verbal communication, administrative, and organizational 
skills.  The Special Assistant must be creative, skilled in all aspects of project management and 
enjoy working within a growing entrepreneurial mission-driven and results-driven environment. 
The Special Assistant must have the ability to work independently with the ability to balance 
multiple priorities from conception to completion and must be able to work under pressure at times 
to handle a wide variety of activities and confidential matters with discretion. 
 
What You’ll Do: 

 

• Complete a wide variety of administrative tasks for the CEO and CRO including: managing 

an extremely active calendar of appointments; completing expense reports;  

• and preparing confidential correspondence; arranging complex and detailed travel plans, 

itineraries, and agendas; and compiling documents for travel-related meetings. 

• Maintain proactive and thoughtful communications with the external partners, leadership 

team, and other staff on behalf of the CEO and CRO. 



 
• Plans, coordinates, and ensures the schedule for the CEO and CRO is followed and 

respected. Provides "gatekeeper" and "gateway" role, creating win-win situations for direct 

access to the CEO's and CRO's time and office.  

• Professionally communicate on the CEO and CRO's behalf with critical external partners. 

• Work closely and effectively with the CEO and CRO, keeping them informed of upcoming 

commitments and responsibilities, following up appropriately. Acts as a "barometer," having a 

sense of urgent and time-sensitive issues taking place in the environment and keeping the 

CEO and CRO updated.  

• Prioritize conflicting needs; handles matter expeditiously, proactively, and follows-through on 

projects to successful completion, often with deadline pressures. 

• Work with buildOn staff to collect and assemble information for presentations, projects, and 

strategic planning. 

• Participate in Board of Directors meetings to track key action items and prepare minutes and 

follow up plans. 

• Handle phone, email, and postal mail inquiries and respond appropriately. 

 
What We Value: 
We’ve identified a set of core competencies which you’ll need to thrive within the buildOn family. 

• PLANNING & EXECUTION: Proactively manages multiple projects simultaneously to achieve 

collective objectives with strong time management and organizational skills 

• RELATIONSHIPS BUILDING: Builds and maintains supportive, trustworthy, mission driven 

relationships. 

• ATTENTION TO DETAIL: A commitment to ensuring that information is accurate, complete, 

accessible and timely.   

• INCLUSIVENESS:  Values and effectively includes diverse perspectives. 

What You Bring: 

• Passion for and commitment to the mission and core values of buildOn. 

• Grit, resilience, and tenacity around achieving our mission. 

• A willingness and flexibility to do "whatever it takes" for "whoever needs it" to achieve our 

mission. 

• Excellent oral and written communication skills with an eye for details such as grammar, 

spelling, and formatting.  

• High degree of organizational skills, time-management skills, and problem-solving ability; 

individually, the ability to work as a self-starter. 

• Strong people skills, collegiality, humility and respect for others.  

• Ability to handle multiple competing priorities with grace and professionalism in a timely 

manner. 

• Ability to drive for efficiency, attention to detail, resourcefulness, and good judgment.  

• Previous experience in office administration is required, bachelor's degree, and prior non-

profit experience preferred. 

• Proficient in all Microsoft Office applications (Word, Excel, and PowerPoint); familiar with 

Google apps; mail, calendar, and drive required. 

 
What We Offer: 
You will have the opportunity to work alongside mission-driven and dedicated colleagues across 
the world who are committed to breaking the cycle of poverty, illiteracy, and low expectations 
through service and education.  

Apply Here: 
Please send a resume and cover letter to jobs@buildon.org with subject line Special Assistant 
to CEO & CRO. 
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Our Commitment to Equity, Diversity and Inclusion 
buildOn is committed to building and maintaining an inclusive environment that drives innovation, strengthens ONE 
buildOn and bolsters a culture where people truly feel valued, heard and respected.  buildOn provides equal 
employment opportunities (EEO) to all employees and applicants for employment without regard to race, color religion, 
gender, sexual orientation, national origin, age, disability, marital status, amnesty, or veteran status. 
 

To learn more about buildOn, please visit our website at www.buildOn.org 
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