
       

The Herbert H. and Grace A. Dow Foundation  
 

 
Title:    Executive Assistant 
Supervisor(s):  Executive Director  
Employment Type:      Full time  
Compensation:            Commensurate with experience. Benefits include 401k, health, dental, and vacation.    
Application:                 Please submit a cover letter, resume, and three references (including email addresses).  
                                    Mail to: Executive Assistant Search 
                                    The Herbert H. and Grace A. Dow Foundation 
                                    1018 W. Main Street 
   Midland, MI 48640 
   HR@hhdowfoundation.org 
                                    Application Deadline: March 8, 2017 
 
Position Summary   

The Executive Assistant’s major responsibilities are to provide administrative support to the Executive Director, Board 
President, and Controller. This position reports directly to the Executive Director of The Foundation. 

Responsibilities Include 

 Prepare, proofread, and assemble meeting documents to be distributed to the Board of Trustees 
 Schedule meetings 
 Coordinate travel arrangements and manage itineraries 
 Receive and interact with incoming visitors 
 Answer a multi-line telephone, take messages, and direct calls to the appropriate person 
 Maintain electronic and paper filing systems 
 Printing, copying, scanning and faxing documents using various office equipment 
 Composing memos, letters, and emails 
 Prepare and edit correspondence, presentations and other documents 
 Collaborate with other staff members and coordinate preparations for Board of Trustee meetings 
 Engage and work with vendors for various events and projects  
 Maintain the Dow family database using genealogy software 

 
Desirable Characteristics 

 Previous experience in a professional office setting 
 Excellent project and time management skills; highly organized and detail-oriented 
 Enjoy working independently and as part of a team 
 Proficiency with Microsoft Office required (Word, Excel, Outlook and PowerPoint)  
 Proficient verbal and written communication and interpersonal skills 
 Ability to maintain positive working relationships with fellow staff members, trustees, grantees, and vendors 
 Maintain confidential information  
 Approach work in a meticulous manner with an ability to meet deadlines and juggle multiple priorities 

 

About The Herbert H. and Grace A. Dow Foundation  

The Foundation was established by Grace A. Dow in 1936 in memory of her husband, Dr. Herbert H. Dow, founder 
of The Dow Chemical Company. The Trust Agreement specifies that the income of the trust is to be used "for 
religious, charitable, scientific, literary, or educational purposes for the public benefaction of the inhabitants of the said 
City of Midland and of the people of the State of Michigan." 


