
 

BALTIMORE OFFICE OF PROMOTION & THE ARTS, INC. 

 
Executive Assistant to the Chief Operating Officer/Volunteer & Brand Ambassador 

Coordinator  
Position Description 

 
The Executive Assistant to the Chief Operating Officer of the Baltimore Office of 
Promotion & The Arts is a regular full time non-exempt position, reporting to the COO. 
The Primary responsibilities are to provide a wide range of administrative support 
functions to, but not limited to; the COO, the Director of Festivals, and the leadership 
team in addition to coordinating BOPA’s volunteer and brand ambassador programs. 

 
Responsibilities   
Maintain an efficient, organized Chief Operating Officer’s office: 

 Manage the appointment schedule and notifies COO in advance of schedule 
changes to ensure an efficient work day. 

 Assemble/route and organize correspondence, files, binders and meeting 
materials. 

 Exercise sound judgment, tact and courtesy when answering telephone calls, 
emails and correspondence for the Chief Operating Officer maintaining a 
professional image of the office. 

 Provide information/answers to routine inquiries from community groups, 
representatives of organizations, city agency directors/employees and the 
general public not requiring the Chief Operating Officer’s attention to ensure 
information is disseminated in a timely manner. 

 Maintains personal and confidential files so that sensitive information is kept up 
to date. 

 Reconcile monthly credit card reports for the COO and festivals department, 
providing proper account coding and receipts via Tallie. 

 Coordinates travel arrangements for leadership team. 

 Relieve receptionist of front desk responsibilities resulting in an environment that 
reflects team work, cross training, and a commitment to providing class A 
customer service. 

 Coordinates all staff meals and catering/hospitality for Light City, Artscape and the 
Baltimore Book Festival. 

 

Provide support to the HR Department: 

 Serve as back-up to Director of HR for processing bi-weekly payroll. 

 Manage all HR filing 

 Create Power Point presentations for the staff on benefits and other related HR 
matters. 

 Track updates for the employee handbook 

 Assist HR Director with employee inquiries 



 

 

Organize professional meetings for BOPA 

 Contacts others to schedule dates or conferences for the Chief Operating Officer. 
 Prepares meeting agendas, notices, minutes and follow-up material per the 

directive of the Chief Operating Officer and or Festivals Director. 

 Organizes the annual logistics and all staff meetings for Light City, Artscape 
and the Baltimore Book Festival including invite list/RSVPs, venue, agenda, 
meeting packets, power point presentation and catering. 

 Disseminates agendas or other pertinent information to meeting attendees. 

 Organizes monthly BOPA all staff meetings. 

 
 
Create and maintain permit and special events calendars: 

 Keeps Chief Operating Officer informed of non-BOPA events for planning purposes. 

 Tracks permits authorized by the Chief Operating Officer. 

 Maintain the BOPA calendar ensuring cross-departmental communication and 

BOPA staff presence at important events. 
 
Support HR Director by building a vibrant volunteer corps to assist with the organizations’ 
events: 

 Communicate with BOPA staff to determine their volunteer needs. 
 Outreach to current and potential volunteers for BOPA events through other 

volunteer organizations, social media, clubs, community/school groups and 
organizations, etc. to recruit and communicate volunteer opportunities to all 
volunteers. 

 Maintain a volunteer database so that a corps of people can be engaged in BOPA 
events; regularly communicate with volunteers and arrange appreciation events 
and opportunities. 

 Write and communicate detailed information and procedures to volunteers of an 
event in order to clarify roles, responsibilities, standards and instructions 

 Match volunteers with positions that require specific skills or experience. 
 Manage volunteer headquarters at events for check-in and monitors on-site 

fulfillment of volunteer positions, making adjustments on-site as needed to 
ensure a well-run, positive and safe event. 

 Create and distribute post-event surveys to volunteers regarding their 
experience. 

 
Assist Festivals Director with building and maintaining a successful brand ambassador 
program which expands in 2019 to include BOPA's participation in community events, key 
City-wide festivals, BOPA events, etc.: 

 Coordinate BOPA's new Brand Ambassador Program, including outreach, 
screening, hiring, training and scheduling.  

 Coordinate with the host sites/events regarding brand ambassador exhibit space, 
safety, expectations, site limitations and/or obstacles. 



 

 Submit post-event notes to the Festivals Director that include any measurable 
impact of the brand ambassadors that relates to BOPA’s outreach and presence in 
the community. 
 

 
Qualifications 

 Excellent oral, interpersonal and written communication skills 

 Proficient in MS Word, Excel and Power Point 

 Database experience preferred 

 General knowledge of computer operations and database programs 

 Ability to multi-task  and meet deadlines in a fast paced environment a must 

 A proactive approach to problem solving with strong decision making skills 

 Minimum of a 4 year degree or equivalent combination of education and 
experience.  

Compensation 
Salary range is mid $35K+ with a comprehensive benefits package that includes 
medical and employer paid Health Savings Account, dental, vision, 403B Retirement 
plan with employer match, free parking (subject to availability) or monthly transit 
pass and more. 

 

Application Process 
Email cover letter and resume (with applicant’s name and job title in subject line) as one 
pdf document to:  humanresources@promotionandarts.org.  No phone calls please.  
 

The Baltimore Office of Promotion & The Arts, Inc. is an Equal Opportunity Employer.  We strive to 
mirror the rich diversity of Baltimore City in our staffing and programming while emphasizing 
cultural equity.  Cultural equity embodies the values, policies, and practices that ensure that all 
people-including but not limited to those who have been historically underrepresented based on 
race/ethnicity, age, ability, sexual orientation, gender, socioeconomic status, geography, 
citizenship status, or religion-are represented in the development of arts policy; the support of 
artists; the nurturing of accessible, thriving venues for expression; and the fair distribution of 
programmatic, financial, and informational resources. 
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