
 

 
 

Western Youth Services has an Opportunity for the Following Position: 
 

Full Time 
EXECUTIVE ASSISTANT 

Corporate (Laguna Hills) 
 
 

The Executive Assistant is primarily responsible for providing a wide range of administrative and 
office support services to the Executive Department.  The Executive Assistant may maintain 
information pertaining to all CEO and Executive Department activities.  These duties include 
providing assistance to the Executive Department in supporting the business of the board, 
external relations with the County, donors, school leaders, etc.  In addition, this position 
supports all Agency business development, marketing and fundraising activities by the Executive 
Department. 
 
Minimum Qualifications:  
High school diploma or general education degree (GED) required, and five years related 
experience, or equivalent combination of education and experience; Bachelor’s level 
preferred.  Proficient computer skills and in-depth knowledge and proficiency of relevant 
software such as MS Office Suite.  Knowledge of or work experience in the non-profit sector 
preferred. 
 
Skills and Abilities:  

 Strong administrative skills. 
 Strong organizational skills, ability to prioritize workload and manage multiple tasks and 

follow-up with minimal supervision. 
 Knowledge and ability to operate a computer:  Including proficiency with PC applications 

Microsoft Word, Excel, and PowerPoint; familiarity with database applications; type 
accurately at an acceptable rate. 

 Excellent spelling, grammar, editing, proof-reading skills and attention to detail. 
 Ability to handle a periodically heavy workload under strict deadlines and work under 

pressure and manage stress. 
 Strong communication and interpersonal skills in interactions with associates at all levels, 

as well as external contacts, over the telephone and in person; capable of dealing 
constructively with diverse personalities. 

 Ability to maintain strict confidentiality and use good judgment and discretion with 
sensitive, confidential issues and projects.  

 Desire to be an integral part of a customer-focused team. 



 Participates in all mandatory Agency errands such as delivery/pick-up of Agency projects, 
meeting lunches and/or refreshments, office supplies and/or other special items.   

 Read and respond to emails within 24 hours (Monday through Friday). 
 

 
Western Youth Services is an Equal Opportunity Employer and seeks to recruit and retain a 
diverse workforce to maintain the excellence of Agency service to the community and to 
offer richly varied disciplines and perspectives.  
 
Thank you, 
Human Resources 
 
WYS Mission: Advancing awareness, cultivating success, and strengthening communities through integrated mental 
health services for children, youth, and families. 
 


