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SENIOR ADMIN FOR EXECUTIVE AND FINANCIAL SUPPORT 
 
 

COMPANY BACKGROUND: 
 

Founded in 1997, the Golden Triangle Business Improvement District (BID) encompasses 43 square 
blocks in Washington DC’s central business district.  Situated just north of the White House, the BID 
implements a wide variety of programs and initiatives to support the neighborhood’s status as a 
premier business destination and a global attraction.  The BID’s programs include fundamentals such 
as street cleaning, emergency preparedness, and homeless outreach, as well as others such as 
events and activation, capital projects, urban planning, retail attraction, and economic development. 

The BID is a non-profit 501(c)(6) corporation with twelve employees and a broad mission.  It is funded 
by assessments on commercial properties and is governed by an elected Board of Directors.  The 
Golden Triangle is currently one of 10 business improvement districts in the District of Columbia. It 
also maintains an affiliate relationship with the Golden Triangle Charitable Corporation, a newly 
formed 501(c)(3) charitable corporation. 

 

SUMMARY: 
 

The Senior Admin for Executive and Financial Support (Senior Admin) provides essential support to 
the Golden Triangle BID’s Executive Director. In that role, the Senior Admin serves as the primary 
point of contact on all matters for the Executive Director, serves as liaison to two boards of directors 
and to the senior management team. The Senior Admin also provides financial, human resources and 
operational support to the BID’s Senior Director for Finance and Administration. 

The ideal candidate is strong written and verbal communicator, has excellent attention to detail, brings 
good judgement to a variety of situations and active problem-solving skills. The candidate enjoys a 
fast pace and variety in work, close collaboration with a small team that is mission-driven, results 
driven and community oriented. The Senior Admin has the ability to work independently on projects, 
from conception to completion, and must be able work under pressure at times to handle a wide 
variety of activities and confidential matters with discretion. 

This position reports to the Senior Director for Finance and Administration. A detailed description of 
the duties follows.  

 

PRIMARY DUTIES AND RESPONSIBILITIES: 
 

Executive Director Support 

▪ Complete a broad variety of administrative tasks for the Executive Director, including:  
▪ schedule and manage an extremely active calendar 
▪ compose and prepare correspondence that is sometimes confidential 
▪ compile background documents for outside meetings 
▪ track and manage tasks and deadlines assigned to staff by Executive Director 

▪ Communicate directly, and on behalf of the Executive Director, with Board members, donors, staff, 
and others, as appropriate. 

▪ Work closely and effectively with Executive Director to keep her well informed of upcoming 
commitments and responsibilities, following up appropriately. 

▪ Prioritize conflicting needs; handle matters expeditiously, proactively, and follow-through on 
projects to successful completion, often with deadline pressures. 



▪ Follow up on contacts made by the Executive Director and support the cultivation of ongoing 
relationships. 

Board Support and Liaison (BID board and charitable board) 
▪ Serve as the Executive Director’s administrative liaison to the board of directors. 
▪ Maintain board files, attendance records, board minutes and other records. 
▪ Schedule meetings and send invitations and necessary documents. 
▪ Adhere to compliance with applicable rules and regulations set in bylaws regarding board and 

board committee matters, including advance distribution of materials and quorum issues. 

Organizational Administrative Support to the Senior Director of Finance and Administration 

Accounting Support 
▪ Assist with Accounts Payable/Receivable and maintain extensive record-keeping and filing system 

for all invoices and contracts. 
▪ Assist with annual audit, including collecting receipts and tracking of assets 
▪ Help to develop annual budget and track monthly variances 
▪ Other financial duties as needed 

HR and Administrative Support 
▪ Prepare onboarding packages for all new employees; assist with other HR needs, as necessary. 
▪ Maintain strict confidentiality of all HR files 
▪ Maintain accurate and continually updated database of vendors, sponsors, etc.  

 

Senior Management Liaison 
▪ Participate as an adjunct member of the Senior Management Team including assisting in 

scheduling meetings and attending all meetings, when appropriate. 
▪ Coordinate the agenda of Senior Management Team meetings, off-sites, and all staff meetings. 
▪ Provide a bridge for smooth communication between the Executive Director’s office and internal 

departments. 
 
 
EXPERIENCE & QUALIFICATIONS: 
 

Experience & Skills 

▪ 7-10 years of experience supporting executives, preferably in a non-profit environment. 

▪ Strong organizational skills that reflect ability to perform and prioritize multiple tasks seamlessly 
with excellent attention to detail. 

▪ Very strong interpersonal skills and the ability to build relationships with stakeholders, including 
staff, board members, external partners, and donors. 

▪ Expert-level written and verbal communication skills. 

▪ Experience with accounts payable/receivable. Comfortable with financial assignments. 

▪ Proficient in Microsoft Office (Outlook, Word, Excel, and Power Point). QuickBooks experience 
desirable. 

 

Qualifications 

▪ Proven ability to handle confidential information with discretion, be adaptable to various competing 
demands, and demonstrate the highest level of stakeholder/donor service and response. 

▪ Demonstrated ability to achieve high performance goals and meet deadlines in a fast-paced 
environment. 

▪ Emotional maturity. 

▪ Highly resourceful team-player, with the ability to also be extremely effective independently. 

▪ Demonstrate proactive problem-solving with strong decision-making capability: actively seek 
opportunities and propose solutions. 

▪ Exceptional attention to detail. 
 

 



 

EDUCATION: 
 

▪ Bachelor’s Degree required. 

 

  

Work Expectations: Post-COVID, this position is based out of the BID’s office on a daily basis during 
standard work hours. As a member focused position, in person presence is essential. 

 

 

Apply:  

Please submit the following: 
• current resume  
• cover letter that addresses your interest in and qualifications for the position and why you want 

to be a part of our team  
• three references 

  
To: “GT BID Senior Admin Search” at search@capacitypartners.com. 

 

 

Golden Triangle Business Improvement District provides equal employment opportunities to all 
applicants for employment without regard to race, color, religion, sex, sexual orientation, gender 
identity, national origin, age, or disability. 

 

 

 

 

 

 

 

 


