
Job Description: Executive Assistant

The Bloc spreads the love of boxing to provide resources and opportunities to Chicago’s
communities. We believe in the power of Chicago’s youth, and we embrace our
responsibility to help young people reach their full potential.

Boxing is the vehicle we use to build meaningful relationships, provide a productive
outlet, and connect youth to life-changing resources. Fighters in The Bloc engage in
intensive 10-week boxing training camps, paired with academic, social/emotional, and
experiential learning services.

The Bloc is seeking an Executive Assistant to support our administrative and
programming functions as we scale our impact to 300 young people in the next year.
Reporting directly to the Executive Director, the Executive Assistant will assist with
external communications, donor relations, grant management, marketing, and program
coordination.

To be considered for this position, please send a resumé and three references to
apply@theblocchicago.org

Responsibilities
As an Executive Assistant, your responsibilities will include:

• External Communication
• Write/edit emails and draft statements on the Executive Director’s behalf
• Manage the Executive Director’s calendar. Make appointments

prioritizing the most urgent matters
• Answer and screen incoming phone calls. Initiate contact or calls as

requested
• Assist with a variety of tasks ranging from email campaign creation to

social media posts
• Donor Relations

• Build and maintain relationships with high-priority donors
• Make personal contact with each new donor
• Assist in the creation of outreach

• Grant Management
• Adjust our existing materials to submit grant applications ahead of

deadlines
• Research grant opportunities to pursue
• Comply with all reporting requirements of new and existing grants
• Initiate contact with grantmaking organizations to set up exploratory

meetings
• Programming
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• Brief program personnel on upcoming objectives
• Build positive relationships with fighters and their families

The Ideal Candidate Will
• Model the respect, reliability, ambition, integrity, and determination we expect

from our fighters
• Be driven by a mission to improve life for youth on Chicago’s West Side
• Work collaboratively with others in a dynamic environment
• Have a history of successful work in positions that require them to prioritize a

wide range of tasks
• Be exceptionally organized and prompt
• Be technologically proficient, with an emphasis on skilled in Microsoft Office

and Google Drive use
• Communicate in a clear, timely, effective manner over email, video

conferences, and phone calls.

Compensation
Job Type: Full Time
Pay: Starting at $45,000 + Benefits, depending on experience
Schedule: Monday - Thursday, 10:00am - 6:00pm, Friday or Saturday, 10:00am -
4:00pm as needed


