
BankSouth, Greensboro GA seeks qualified candidate for the position of Executive Assistant to the CEO. 

This position is designed to he CEO’s effectiveness by providing information management support, ad 

hoc analytical support, being a communication conduit to management and the Board of Directors and 

will represent the CEO to others within the organization.   

Essential Functions/ Key Deliverables 

 Triage and draft replies to e-mails and other correspondence 

 Attend meetings participate on phone calls for the purpose of organizing information from the 
meeting and documenting follow-up actions/deliverable timeframes 

 Maintain master list of corporate projects/initiatives and status of initiatives, following-up, as 
needed and assisting in managing by exception 

 Administer and maintain calendars, schedules, appointment for the CEO 

 Design and maintain various data bases and be able to compile and generate reports, as 
requested 

 Perform ad hoc financial and other analytical support; proofreading; creating presentations; 
elevating areas of concern the CEO may need to focus on 

 Assist with internal corporate communications through several channels including the intranet, 
internal bulletins and other appropriate media  

 Provide a bridge for smooth communication and scheduling between the CEO’s office and 
internal departments; demonstrating leadership to maintain credibility, trust and support with 
senior management staff 

 Represents the executive by attending meetings in the executive’s absence; speaking for the 
executive 

 Have working proficiency in various software programs (ie. MS Word, Excel, Access, PowerPoint) 
to support data gathering and reporting requirements 

 Exhibit intellectual curiosity and cultivate ability to provide appropriate feedback and input 
when requested  

 Maintains professional and technical knowledge by attending educational workshops; reviewing 
professional publications; establishing personal networks; participating in professional societies 

 Maintains confidences by keeping information confidential 

 Supervises and directs BankSouth Administrative Assistant 

 Any additional activities as directed by the CEO 

 

Consults With 

 Board Members 

 Senior BankSouth Management Staff 

 Senior BankSouth Mortgage Management Staff 
 

 

 



Required Experience, Skills & Education  

 5+ years with executive assistant experience supporting C-level executives 

 Bachelor’s degree in business, finance or related discipline 

 Proven ability to exhibit professional discretion and handle confidential information 

 Working knowledge of the banking and real estate industries 

 Working knowledge and understanding of general accounting principles 
 Experience with basic accounting and general ledger tasks 

 Ability to manage a heavy workload in a fast-paced environment and use sound judgment when 
resolving challenges 

 Technologically proficient  

 Self-starter and able to work under minimal supervision 

 Demonstrated organizational skills to manage workflow; able to prioritize work to complete 
tasks in an efficient manner without sacrificing quality 

 Highly detail oriented and through when approaching all tasks 

Qualified candidates may submit their resume to:  tthrasher@banksouth.com 
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