
Senior Executive Assistant to the President
Location: Long Island City, NY (In-office daily)
Leading provider of high-speed mechanical construction and HVAC solutions, serving mission-critical facilities and complex infrastructure projects throughout the region. We are seeking a highly professional, proactive, and charismatic Senior Executive Assistant to support the President and help drive day-to-day operational efficiency.
This role requires someone who thrives in a fast-paced environment, enjoys wearing many hats, and brings strong coordination, communication, and organizational skills. A sales or marketing background is a plus, as the position will interact frequently with clients, partners, and internal leadership.
Key Responsibilities
· Provide direct administrative and operational support to the President.
· Manage complex calendars, schedule meetings, and coordinate internal and external appointments.
· Capture and organize detailed meeting notes, follow-ups, and action items.
· Coordinate communication between leadership, project teams, and external stakeholders.
· Assist with financial reporting, document preparation, and operational tracking.
· Support sales and marketing initiatives, including client communications and CRM updates.
· Maintain and update records within Salesforce CRM.
· Assist with proposal coordination, presentations, and executive materials.
· Manage travel coordination, event planning, and executive logistics.
· Serve as a key internal coordinator, ensuring priorities and projects move forward efficiently.
· Support various administrative and operational initiatives as the organization continues to grow.
Qualifications
· 5+ years of experience supporting senior executives or leadership teams.
· Highly organized with the ability to manage multiple priorities in a fast-paced environment.
· Professional, proactive, and detail-oriented with excellent communication skills.
· A bubbly, charismatic personality with strong interpersonal abilities.
· Comfortable interacting with clients, executives, and project teams.
· Experience with:
· Salesforce CRM
· Sage Accounting Software
· Microsoft Office (Word, Excel, PowerPoint, Outlook)
· Microsoft Teams and Zoom
· Background in sales support, marketing coordination, construction, or engineering environments is a plus.
What We Offer
· Aggressive compensation package
· Full benefits
· Opportunity to work directly with executive leadership
· Strong career advancement potential within a growing organization
This is a unique opportunity to become a trusted partner to executive leadership while gaining exposure to a fast-growing mechanical construction and HVAC organization.

