
 

 

Special Assistant  

to the President & CEO 
Executive Support | Board Relations | Communications | Special Projects 

Position: Full Time, Salaried 
Location: Hybrid role in Jacksonville, FL 
Department: Executive Office 
 
This is a rare opportunity to work closely with the CEO of a dynamic and successful 
nonprofit and to become a trusted partner in shaping how the organization runs.  
 
The right candidate may be earlier in their career but already strong in judgment, writing 
and administrative skills, or they may be an experienced executive assistant ready for a 
broader, high-trust role. What matters less than experience is the ability to think clearly, 
communicate well, take initiative, exercise discretion, understand nuance and reliably close 
loops. 
 
This role is designed for someone who thrives on bringing structure and insight to a fast-
moving executive office. This position supports an executive office where priorities often 
span strategy, governance, public funding and private philanthropy, communications and 
day-to-day organizational leadership. Communication is frequent, fast-moving and often 
handled through text and email, so the right person must be responsive, organized and 
comfortable keeping work moving in real time. You will support this leadership style by 
anticipating needs, adapting when circumstances change and turning broad direction into 
organized action.  
 
(The title may be refined based on the selected candidate’s background and career path, but the 
core role will center on executive support, board relations, communications and special 
projects.) 
 

 

Why This Role Is Different 
Most assistant roles are defined by tasks. This one is defined by trust and the ability to think 
ahead. Here’s what sets it apart: 

• You are a partner. You will be trusted to speak up when something seems off, flag a 
concern, offer an idea or new ways of doing something or ask a clarifying question 
before a problem grows.  

J O I N  T H E  C A P  T E A M  



 

• The schedule is genuinely flexible. Early starts, early finishes and outcome-focused 
remote days; this is not a traditional 9-to-5. When responsibilities are handled well, 
you will experience significant autonomy and flexibility. 

• You will be close to work that matters. As a trusted presence within the Leadership 
Team, you will often be inside strategy conversations, fundraising decisions and 
creative mission work, which means you’ll be close enough to understand the full 
picture and act on it. This is not a role where you manage logistics from a distance. 

 
We are guided by four core values: Color Outside the Lines, Sing Out Loud, Maintain Your 
Creative Spark and Inspire Every Creative Spirit. The person in this role will be part of a team 
that takes these values seriously. 
 
 

What You Will Do 
Drive Operations of the Executive Office 

• Manage the CEO’s calendar strategically. Anticipate conflicts, confirm logistics and 
prepare materials. 

• Monitor and respond to a high volume of emails, texts and requests promptly. 

• Track open projects, next steps, deadlines and recurring responsibilities 
independently. 

• Handle select administrative functions, including staff meetings, staff celebrations 
and a few other operational details. 

• Leverage current technology, maintaining efficient digital organization and 
productivity. 

 
Translate Vision into Action  

• Translate conversations and decisions into clear next steps, proactively tracking 
timelines and maintaining momentum across the organization. 

• Listen for what is needed, not only what is explicitly assigned, and connect the dots. 

• Ask clear, timely questions rather than allowing uncertainty to delay the work. 
 
Support Board and Governance Work 

• Serve as a trusted liaison for the Board of Directors.  

• Prepare agendas, materials, minutes and follow-up items for Board meetings.  

• Maintain accurate records and cultivate relationships with board members. 
 
Prepare High-Quality Materials 

• Draft, edit and format correspondence, reports, spreadsheets, presentations, 
newsletter content and other materials with strong attention to detail.  



 

• Read closely, understand context and audience, improve clarity and catch errors 
before materials reach the CEO or board members.  

• Support donor stewardship by preparing personalized correspondence, briefing 
materials, meeting follow-up and other communications that help deepen 
relationships. 

 
Model CAP’s Values & Standards 

• Interact with board members, donors, staff, public officials, community partners 
and guests with warmth, discretion and professionalism. 

• Coordinate selected events hosted by the President & CEO, including logistics, 
materials and on-site support when needed. 

• Learn CAP’s programs and mission deeply enough to represent the organization 
thoughtfully in communications with board members and stakeholders of all types. 

 
 

Schedule & Flexibility
This role is designed around full-time responsibility and flexibility rather than a traditional 
9-to-5. Because the CEO usually begins work early, the Special Assistant should plan to be in 
the office by 7:30 a.m. on CAP’s two in-office days (Tuesdays and Thursdays), leaving early in 
the afternoon.  
 
On remote days, you have the freedom to set your own hours around the workflow of the 
office, maintaining steady availability for early-morning communication and real-time 
collaboration as needed. While CAP’s standard policy requires all staff to be in the office on 
Tuesdays and Thursdays, this role requires the flexibility to occasionally come in at other 
times on other days as organizational needs arise. 
 
We care about outcomes more than performative busyness. Some days will be lighter, while 
others will require availability outside typical business hours to handle time-sensitive 
matters. When the work is handled well, this role offers significant flexibility, autonomy 
and trust, supported by direct, transparent communication in both directions. 

 
 

This Role Is A Strong Fit If You: 

Are Built for Operational Excellence 

• Like being the person who keeps things organized, accurate and on time without being 
closely supervised 

• Take pride in precision, impeccable proofreading and follow-through 

• View administrative details as enjoyable and critical to executive success  

• Are highly tech-savvy and enjoy learning, configuring and maximizing digital tools 



 

 
Think Independently & Communicate Well 

• Have strong intellectual curiosity and enjoy reading, digesting context and working 
with language 

• Prefer to ask a timely question rather than let a task stall 

• Are comfortable reminding a senior leader of commitments and next steps 

• Take ownership of a project from start to finish, proactively closing loops with 
stakeholders and colleagues 

 
Stay Flexible & Focused 

• Are comfortable supporting a leader whose work moves quickly, thoughtfully and 
sometimes nonlinearly 

• Remain calm, clear and resourceful when priorities shift or pressure increases 

• Value a flexible, outcome-focused schedule and handle confidential information with 
maturity and discretion 
 

 

The right match matters for everyone. 
This Role May Not Be The Right Fit If You: 

• Prefer reminders for routine responsibilities or need highly detailed direction before 
moving forward 

• View administrative details as minor or drudgery 

• Are uncomfortable asking direct questions when something is unclear or find it 
difficult to communicate progress, delays or barriers 

• Struggle with shifting priorities or prefer a role with predictable tasks and limited 
urgency 

• Prefer rote task completion over reading, listening and independent thinking 

• Thrive in routine with minimal day-to-day variety 

• Prefer a role with fewer real-time texts and email touchpoints 
 
 

Perks & Benefits 
• Competitive Compensation: Starting salary ranges from $60,000 to $80,000, 

adjustable based on your experience. This position recognizes the value you bring to 
CAP and offers the opportunity for annual merit increases of up to 3% and performance 
bonuses up to 3%. 

• Healthcare Coverage: To ensure you and your health are well taken care of, CAP will 
cover 75% of the premiums in your selected plan for individual medical, dental and 
vision insurance options.  



 

• Retirement Planning: Invest in your future with CAP’s 403(b) retirement savings plan, 
including a CAP match of 3%. It’s never too early or too late to start planning for 
retirement. 

• Generous Time Off: Recharge and rejuvenate with 21 days of paid time off, plus 21-24 
paid holidays throughout the year. CAP’s flexible schedule allows you to balance your 
professional and personal life effectively. 

• Commuter Benefits: Enjoy paid parking in a central downtown location, making your 
commute easier.  

• Professional and Personal Growth: After one year with CAP, you’ll gain access to 
additional tenured benefits, including opportunities for professional development to 
further enhance your skills and career. Personal wellness credits are also offered to 
support your overall well-being. 

• Family First: Following a year of employment, take advantage of CAP’s paid parental 
leave, allowing you to focus on your family’s significant life moments. 
 

 

Are You Ready? 
If you are energized by what you’ve read, you are encouraged to apply. Your interest will be 
held in strict confidence. Submit a resume and brief cover letter directly to the CEO at 
khyatt@capkids.org. Your cover letter does not need to be long. Simply explain in your own 
words why this role interests you and what will make you effective in this position. 
 
This is a wonderful role for someone who wants to be trusted with meaningful work in 
service of children, creativity and a brighter future for Northeast Florida. 
 
We look forward to hearing from you. 
 
 
The above description reflects the details considered necessary to describe the principal 
functions of the job and should not be construed as a detailed description of all the work 
requirements that may be performed in the job. 
 
The Cathedral Arts Project is proud to be an equal opportunity employer. All qualified 
applicants will receive consideration for employment without regard to race, color, religion, 
gender, gender identity or expression, sexual orientation, national origin, genetics, 
disability, age or veteran status. 

mailto:khyatt@capkids.org

