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Visit Pensacola 
Job Description 

 
Job Title:   Administration Assistant 
Reports To:   President & CEO  
Department:   Administration 
Status:  Non-Exempt, Full Time, VP office 
 
Summary: Serve as liaison with Board, staff, partners and volunteers for President & 
CEO. Organize and coordinate executive outreach and external relation efforts. Assist 
with projects as assigned and produce professional communications and reports 
documenting Visit Pensacola activity. Perform administrative tasks and clerical duties. 
 
Essential Duties and Responsibilities include the following.  

 Serve as primary point of contact for internal and external constituencies on matters 
pertaining to the President & CEO.  

 Provide a bridge for smooth communication between the President & CEO’s office and 
staff; demonstrating leadership to maintain credibility, trust and support.    

 Manage executive’s schedule, appointments, travel arrangements, and expense reports. 
 Prepare, edit correspondence, reports, and responses to written communications on 

behalf of the President & CEO. 
 Manage Visit Pensacola’s schedule of meetings and programs including announcements, 

registration, and related website pages.  
 Record, transcribe and distribute minutes of Visit Pensacola meetings. 
 Research and coordinate special projects as directed by the President & CEO. 
 Prioritize conflicting needs; handle matters expeditiously, proactively, and follow-through 

on projects to successful completion, often with deadline pressures.   
 Prepare monthly and annual reports for Board Meetings, TDC, and Escambia County. 
 Provide administrative support to the Event Grant program including establishing 

schedules, distributing materials, answer questions, prepare applications for review, and 
transcribe minutes from the committee meetings.   

 Support special projects through research and managing the project timeline. 
 Support internal staff as requested.  
 Collect data from Partners and Vendors, prepare reports as requested.  
 Prepare invoices, reports, memos, letters and other documents using word processing, 

spreadsheet, database and other presentation software.   
 Provide high quality professional service to clients and staff to fulfill needs effectively and 

efficiently demonstrating credibility, trust and support.  
 Improve processes and policies in support of organizational goals, maximize output, 

adherence to rules, regulations and procedures. 
 Be a team player, problem solver, people person, self-starter and demonstrate flexibility, 

initiative, and strong communication skills.  
 Other duties as assigned.   
 
 
 


