
Role: Executive/Administrative Assistant (full-time) 
 
Contact: info@dcdesignltd.com - Send resume and description of why you’re interested.  
 
Base Salary: $42,000 / year 
 
Location: SF/Oakland Bay Area, California 
 
DC Design, a social design impact firm, is seeking an experienced, full-time Executive Assistant 
to support the founder and associates with daily administrative tasks. This role works directly 
with the company’s founder on a daily basis to provide high level, detail-oriented administrative 
and operations support. Many of the required duties can be completed remotely.  
 
Duties 

● Manage founder’s email by sending daily detailed email briefings and responding on his 
behalf 

● Provide administrative support for company projects and contracts 
● Manage professional and personal schedule of founder by coordinating meetings and 

travel 
● Assist marketing team with social media updates 
● Perform market research for possible business development leads 
● Coordinate administrative support for DC Design hosted programs 
● Provide in person support for DC Design hosted programs 
● Attend weekly team conference call and check-in with founder 
● Update and maintain company Google Drive as needed 

 
 
Required Experience 

● Bachelor’s Degree Preferred 
● 2-3 years of experience assisting founders in a startup environment 
● Proficiency in Microsoft Office, Google Ops, Slack, social media platforms  
● Ability to analyze and revise operating practices to improve efficiency 
● Detail-oriented and comfortable working in a fast-paced (remote) office environment 
● Exceptional communication skills 
● Superior organization skills and dedication to completing projects in a timely 

manner 
 
Helpful complementary skillsets (not required but great!): 

● You are a strong aesthetic designer able to combine technical and aesthetic design with 
strong human-centered values.  

● You are a ninja in Photoshop, Illustrator, Sketch, InDesign, etc. and can handle any task 
thrown your way. 
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● You are a web developer with a deep knowledge of CSS, HTMl, Javascript.  
● You have a background or knack for social media strategy, social media analytics, PR, 

or marketing.  
● You have a strong sales background and are willing to do the detailed work necessary to 

follow-up with and close clients.  
 


