
 

 

Executive Assistant & Operations Coordinator 
 
9miles Media, a top digital creative agency located in downtown Raleigh, is looking for a 
dedicated Executive Assistant & Operations Coordinator to join our rapidly-growing team. The 
Executive Assistant & Operations Coordinator will provide executive level administrative, sales 
and operational support to the CEO and COO. The ideal candidate should have a high comfort 
level with executing judgment and making decisions, maintaining confidentiality at all times and 
and not being afraid to take initiative when it comes to problem-solving any challenges 
presented.  
 
The Executive Assistant & Operations Coordinator interfaces with the entire team and many of 
our clients on a daily basis, and is expected to have the ability to communicate and present 
ideas effectively in a professional business environment. The ideal candidate will be able to 
anticipate needs and navigate high-pressure situations with poise and confidence. 
 
At heart, we are a creative organization with a family-like environment that fosters a culture of 
inclusivity and collaboration at all levels, with an emphasis on growth from within. The small size 
and collaborative nature of our company provides the ideal environment for our team members 
to absorb knowledge through all stages of the creative processes we execute on big ideas for 
our clients.  This is a fast-paced and ever-changing environment which requires every team 
member to demonstrate high levels of pride and ownership in their work every day. 
 
The ideal candidate will embrace their creative side when approaching their work, and seize the 
opportunity to impact the company’s culture by putting their mark and passion into every task, 
no matter how great or small.  
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Our Story 
🚀Last year was incredible. We grew 9MILES MEDIA, our digital marketing agency, by 2X. We 
had teams travel all over the country to work with incredible clients, including a mix of big 
brands, startups, and nonprofits. 
 
We grew our team in a huge way, hiring extremely talented people for key roles. We got crystal 
clear on our mission, vision and values, defining who we are and who we serve. We also took 
on larger-scale projects for our clients than ever before, accepting additional responsibilities and 
always pushing ourselves to think bigger. 
 
Today we are a top digital agency with experience partnering with companies from high-growth 
startups to multi-billion dollar brands to help achieve profitable growth across multiple industries. 
 
Our offices are located in the heart of downtown Raleigh in the Capital Club location of HQ 
Raleigh – a historic 1920s building turned modern coworking community. Here you’ll find 
incredible panoramic views of the city skyline, beer on tap, ping pong, and coffee brewing 24/7. 
We get work done, but we always have a good time in the process. 

Our Mission 
“To develop passionate brand ambassadors through innovative and 

results-driven digital marketing campaigns.” 
 

Our Vision 

“To be a world-class digital agency that helps forward-thinking brands lead the 

revolution in building engaging customer relationships.” 

Our Values 
● Lead with Purpose 
● Think Big 
● Adapt & Overcome 
● Be Storytellers 
● Build Lasting Relationships 
● Grow Together 
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Basic Information 
● Full time position with flexible start date in February or March of 2020. 
● Downtown Raleigh office location (HQ Raleigh Capital Club) 
● Typical office hours 8am-4:30pm Monday-Friday, 40 hours per week. 
● This position opening will remain posted until the role is filled by a quality candidate.  

Hiring Timeline 
Please see below for a general hiring timeline for this position. While these dates are 
preliminary and could shift for the right candidate, generally we are looking to move quickly and 
have a potential start date in February or March of 2020. 
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Responsibilities 
Support to the CEO: 

● Manage calendar/schedule of CEO including booking and accepting internal/external 
meetings, reminding of high priority tasks to be completed. 

● Join internal/external meetings with the CEO as appropriate including occasional travel 
to meet with current or prospective clients. 

● Perform necessary follow up post-meetings including translating action items into tasks. 
● Manage inbox, draft and send emails/other correspondence on behalf of the CEO. 
● Sales support though outboard phone and email communication to potential prospects. 
● Occasionally handle executive personal matters during normal business hours. 
● Organize, prioritize and appropriately handle documents and sensitive, confidential 

information with discretion, diplomacy and integrity. 
 
General Office Support: 

● Complete opening office duties including checking mail and leading morning meetings. 
● Arrange meetings and handle communication for clients/office visitors. 
● Answer phone and make phone calls to clients, prospects, and others as needed. 
● Basic bookkeeping responsibilities to prepare/track expense reports, match received 

payments, and lead monthly client billing process in accordance with the process defined 
by third party bookkeeper including sending invoices to clients and following up on past 
due balances. 

● Coordinating and placing orders for office supplies and equipment as needed. 
 
Event & Meeting Coordination: 

● Lead coordination, logistics and planning for all external sales/lead generation events. 
● Lead coordination, logistics and planning for all internal company events including 

holiday parties, team breakfasts/lunches/dinners, birthdays, outings and retreats. 
● Serve as support to Client Success events including communicating with the Client 

Success team and assisting with tasks and other logistics as needed. 
 
HR: 

● Assist with the hiring process, conducting phone screenings to vet new hires, and 
assisting with on-boarding / first day planning for new hires. 

 
Other: 

● Support the public image of the company by capturing and sharing candid footage on 
social media accounts. 

● Develop and work towards defined goals on a quarterly basis both individually and as a 
team for specified initiatives. 
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Required Skills and Qualifications  
● Minimum of 2 years relevant work experience, preferably in an agency setting, 

preferably including 1 year of experience in an administrative or executive 
assistant role supporting an executive. 

● Prior experience in and/or a passion for digital marketing, storytelling through video and 
other media, and sales support is a must. 

● Razor sharp attention to detail and organization is a must. 
● Trustworthiness, reliability, and loyalty cannot be understated. 
● Ability to type at least 75 words per minute. 
● Competency using Google Suite & Mac OS. 
● Bonus points for demonstrated interest in video production, photography, social media. 
● Bonus points for project management experience with any of our software platforms 

(Asana, Pipedrive, Quickbooks, Proposify, Toggl, Sling, Zoom). 

Who You Are 
● Service Focused Heart: This is the foundation for everything. Whether the task is big or 

little, you are inspired on a daily basis to achieve your goals and support others in 
achieving theirs. You do what it takes to help others succeed and understand the true 
meaning of being a part of a team.  

● Personalized Expertise: As primary support to the CEO & COO, a rockstar EA is like a 
second brain.  You naturally possess the ability to gather as much information as 
possible as early as possible, asking questions often and making an effort to keep 
learning how you can excel further every day.  

● Able to Prioritize: You have a strong sense of urgency, understanding of how to 
efficiently tackle tasks, and can comfortably juggle multiple projects at once. 

● Great Communicator: Strong written, oral and interpersonal communication skills. 
● Anticipation of Needs: You possess the ability to see in advance what the team needs 

and plans accordingly. You pay attention to the little things and know that even the 
smallest details are important. You’re curious and always aim to be in the know. 

● Self-Starter: You have an entrepreneurial spirit, are driven by achievement and 
motivated by the chase. You hold yourself accountable and are receptive to transparent 
feedback because you know it will only make you better both personally and 
professionally. You value self-reflection and growth on a serious level. 

● Organization Wiz: You’re detail-oriented and system-driven. Your to-do lists have to-do 
lists and you’re the master of multi-tasking. You embrace wearing many hats and are 
constantly adapting to whatever is thrown your way next. 
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● Tech Savvy: You’re proficient in Google Suite, Max OS, and maybe even one or more 
of our project management platforms. What you’re not familiar with you make an effort to 
learn, and you generally pick up new technology/software quickly.  

Compensation 
● Compensation is competitive and commensurate with experience. Hiring range between 

$17.5/hr - $24/hr depending on experience and capabilities. 

Perks & Benefits 
● This engagement will provide you HQ Raleigh membership benefits including 24/7 

access at multiple locations in Raleigh and access to events and discounts  
● Ample learning opportunities and a chance to dive in and help grow an agency quickly. 
● Panoramic views: Large windows overlook the heart of downtown Raleigh. 
● Ideal location: Downtown close to great bars, restaurants and all the city has to offer. 
● Fun: Trophy beer on tap, brewed Counter Culture coffee, office snacks, team outings 
● Standing Desk: We believe in the power of standing up throughout the day and will 

purchase a standing desk for any full-time employee who wishes to have the option. 
● Gear: We will allow you to rent our photo, video and audio gear at very discounted rates 

for your own projects, and help make sure you have the tech you need to be productive.  
● Growth: We believe that this arrangement should be truly mutually beneficial. You will 

work with our team to decide on individual success criteria at the start of the 
engagement and we will help you measure and reflect on your progress along the way. 

● Team Outings: Twice a year, we spend an afternoon together away from the office 
doing fun activities like ziplining, going to an escape room, or volunteering. 

● Team Retreats: Twice a year, we spend a few days together away from the office to 
take a trip together to a fun destination, retreating from the daily grind to rest and 
recharge and get to know each other better. We also provide personal and professional 
development sessions during the retreats so that you can better yourself. 

● Free TSA PreCheck/Global Entry: We will cover the cost of enrollment in either 
program once every 4 years so you can breeze through security lines when you travel 
for business or pleasure. 

● Personal & Professional Development: Each team member is given a discretionary 
budget to reimburse reasonable approved expenses related to personal development 
opportunities, such as books, courses, travel/accommodations/tickets for industry events 
or conferences, etc. The only requirement is that you give a presentation to the team 
about what you learned. 
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● Paid Maternity Leave: For full-time employees, we will provide 6 weeks of paid 
maternity leave to new mothers, or adoptive mothers to spend quality time focused on 
the important things in life. 

● Paid Paternity Leave: For full-time employees, we will provide 2 weeks of paid paternity 
leave to new fathers, or adoptive fathers to spend some quality time with family. 

Opportunities for Growth 
At 9miles Media, our team comes first. We believe that every team member should be uniquely 
supported in achieving their personal and professional goals. For us, that looks like each team 
member outlining specific, measurable goals every quarter, and briefly reporting on progress 
towards these goals every two weeks. Team members consider ways to support each other and 
align their goals with each other. 
 
For the right person, we see an opportunity for this position to evolve into a more senior 
operational or human resources role over time, if desired. As the Executive Assistant, you will 
be close to the action and have the opportunity to get to know the company in a really unique 
way. 

What do our team members have to say about working at 9miles? 
Our team is filled with unique people, each different in their own way. We pride ourselves in the 
support system we’ve created. We want our team to feel like working at 9miles Media is unlike 
anywhere else, and we believe we accomplish just that each and every day.  
 

“It’s like a big group of friends” 

We are constantly asking for feedback on what working at 9miles really mean to our team 
members. On feedback surveys from December 2019, we heard feedback such as “It’s like a 
big group of friends” and “Everyone supports each other, there are no cliques, and we genuinely 
care about each other.”  
 

“Everyone supports each other, there are no cliques, and we 
genuinely care about each other.” 

At the end of 2019, when surveyed anonymously 90% of our team members said they saw 
themselves working at 9miles long term. 
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So if you’re looking for a true family atmosphere, filled with passionate people who love what 
they do, look no further. We look forward to getting to know you! 
 

 

 

How to Apply 
● Review our website and social media platforms to become familiar with our agency. 
● Record a 60-second video telling us why you want to work here. It doesn’t have to be 

anything fancy, but creativity is key. 
● Visit https://9milesmedia.com/apply to upload your resume, cover letter and video. 
● We’ll be in touch within 1-4 business days! 
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