
// Executive Assistant
About OneTable:
Founded in 2014, OneTable helps people feel a sense of belonging and end their week with
intention. At OneTable.org, people in their 20s and 30s find, enjoy and share Shabbat,
making the most of Friday night. In 2020, OneTable expanded to a Family of Offerings:
OneTable Core, “Powered By” White Label (licensing our technology and method to other
companies) and HereFor.com (and its future iterations), an online platform for holidays
providing content and resources for DIY gatherings. These three efforts are all designed to
create more opportunities for connection. For more information: onetable.org

JOB DESCRIPTION:
The Executive Assistant is an essential, full-time position in OneTable’s HQ in Downtown
Brooklyn, New York. The Executive Assistant works closely with the CEO and is responsible
for the oversight of the administrative activities of the executive office including, but not
limited to, supporting CEO’s development activities, managing administrative functions for
the CEO and potentially other members of the C-suite, and completing special projects as
needed.

The ideal candidate is kind, highly organized, detail-oriented, calm under pressure,
confident and collaborative, and thrives in a fluid, fast-paced,  entrepreneurial
environment.  As with all positions at OneTable, this will be an iterative job and the person
in this role must be flexible as the role develops and the job changes.

Essential Functions:
● Works with OneTable CEO to manage day-to-day work and prioritize tasks , including

meeting and calendar management, meeting prep and post-meeting follow-up
actions and reporting (ensuring all information is included in SalesForce CRM.

● Drafts, proofreads and/or edits correspondence and sends on CEO’s behalf
● Exercises independent judgment and discretion to interpret and handle requests for

appointments and information, routes them to others and/or handles them, as
appropriate.

● Plans and books CEO’s travel and itinerary
○ Collaborates with colleagues to make sure that all materials are prepared for

meetings with funders and strategic partners
● Manages CEO’s expenses and reimbursements
● Provides information and serves as primary liaison with those who may be

conducting business with the CEO
● Supports CEO in fundraising and in work with the Board of Directors.
● Office management (e.g. ordering supplies, shipping material, booking conference

rooms, registering guests, etc.)
● Supports other C-suite positions with other administrative tasks as needed
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● Flexibility to take on special projects as they come up

Key Attributes:
● Outstanding organizational, prioritization skills and time management skills
● Excellent interpersonal, written and verbal communication skills and exemplary

attention to detail
● Is able to maintain confidentiality of sensitive information
● Proficiency with Google Drive required and ability to quickly learn new technologies,

including Salesforce
● Ability to work effectively and diplomatically with all members of the OneTable

community, including the Board, donors, and staff
● Demonstrated ability to take initiative, anticipate the CEO’s needs and determine

urgent matters that require the CEO’s attention
● Ability to work in a virtual environment
● Comfortable managing up and laterally
● Ability to set priorities, work independently, multi-task with regular interruptions,

problem solve, maintain confidentiality and coordinate projects successfully
● Schedule may include some evening or weekend hours, as needed
● You’d rather get things done than complain. You understand the importance of

proposing solutions for any obstacle in your way.
● You’re an exceptional communicator and translator. You can hear what a person

says and doesn’t say, you understand non-verbals are a major part of the package,
and you can pivot accordingly.

Compensation:
Compensation for this role starts at $45,000.
All full-time employees are offered a full benefits package including:

● Health vision insurance - medical, dental and vision insurance currently through
Aetna; OneTable pays 85% of the healthcare premium for each employee and 50%
of the premium for dependents

● Paid time off, including all Jewish holidays
● 403b with a 5% matching after 13 months
● Pre-tax commuter benefits, flexible spending account, short and long-term disability

and life insurance
● Professional development and Jewish learning opportunities

Location: Candidates must be based in the New York area and work in OneTable’s
Downtown Brooklyn office 4-5 days/week.
_______________________________________________________________________________

To Apply:

Click to fill out our online application: www.onetable.org/careers-apply
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Questions?
Email careers@onetable.org

Application Process:
Review of applications will begin immediately and continue on a rolling basis until the
position is filled.

1. Applicants who move forward to the first-round screening will have an interview
with a member of OneTable’s People team.

2. Applicants who move forward will have a second-round interview in-person with
OneTable’s CEO and current AD of the Executive Office.

3. Applicants moved to the final round will be asked to speak with a panel of OneTable
employees.

a. References will be requested before the final round interview.

Note: OneTable seeks to increase equity in its hiring and therefore to mitigate the inside edge
sometimes given to those who have relationships with “field insiders,” OneTable does not accept
informal internal recommendations or unsolicited recommendations from individuals with
personal connections to our staff or Board members and cannot factor such referrals into
selection of candidates for interviews.

Equal Opportunity Employer:
We deeply value the diversity of insight, perspective, and experience brought by people
from backgrounds typically underrepresented in Jewish institutions. This includes Black,
Latinx, and Asian people, Black Jews, Jews of Color, Sephardi and Mizrachi Jews, lesbian,
gay, bisexual, trans, and gender non-conforming people, and people with disabilities. We
also welcome applications from people of diverse religious, spiritual, and cultural
backgrounds.

The organization provides equal employment opportunities to all applicants and
employees without regard to race, color, religion, gender, sexual orientation, gender
expression, age, alienage or citizenship status, creed, genetic predisposition or carrier
status, national origin, disability condition, marital status, status as a disabled or Vietnam
era veteran, or any other protected characteristic as established by law. In addition, the
organization affirmatively seeks to advance the principles of equal employment
opportunity as it applies to all policies and procedures relating to recruitment and hiring,
compensation, benefits, termination, and all other terms and conditions of employment.

OneTable Job Listing // Executive Assistant p. 3


