
Part-Time Contract Executive Assistant 

Contract ($25-30/hr) approximately 10-15 hours per week 

About Us 

Kapwa Consulting provides strategic guidance to climate and sustainability leaders across the country 
who seek to fundamentally change the systems and culture we live within. We provide our clients a new 
way of approaching their work – helping them to unlock their power to be transformational change 
agents, whether as an individual or organization. This is done through strategic advising, organizational 
development, design practice, and thought leadership on racial equity. While our clients are primarily 
local government professionals who work on sustainability and climate issues, we all ultimately operate 
in service to a broader collective aiming to build a sustainable, just and prosperous future.  

Kapwa – The indigenous philosophy that “I am because you are, you are because I am” is captured by 
this tagalog word for humanity. The concept reflects the notion that humanity is not an individual 
experience, but one defined by our relationship to others. This can also be expanded to include our 
relationship to the nature as indigenous wisdom teaches us that nature is part of our broader community. 
Therefore, the existence of social injustice and climate change are direct indicators that our humanity is 
at risk. Kapwa embodies the philosophy of our approach – to reclaim our humanity.  

 

Overview 

Please note, this is a contract position. Individual must qualify as an independent contractor.  

The Executive Assistant primarily provides personal assistance to the firm’s Principal and owner and 
additional general business, administrative, and project support as needed. A highly organized self-
starter with exceptional skills in creative problem-solving and verbal and written communications will be 
successful in this role. Ideally they will be familiar with the pressures and needs of a small business and 
have instincts related to sensitive business information, customer service orientation, communication, 
and organization.  
 
The right candidate will have: 

• A personal commitment to racial justice, racial equity, decolonization, and indigenous rights. 
You are willing to stand confidently in your beliefs. Our work with organizations is about 
transformational change to heal from racism. We model this in our firm and support one 
another in the difficult work required to affect sustained positive change in the world.    

• Business acumen: You understand the importance of integrating the many moving parts of a 
small business and are dedicated to protecting the interests of the owner as your own. You 
operate efficiently, honestly, and with integrity.  

• Effective communication skills. The ability to communicate essential information at the right 
time with the team is paramount. Especially in fast-paced moments, you’ll need to choose 
effective channels be clear and ask for clarity in return. 



• Excellent organization skills and attention to detail. If the books on your bookshelf are in 
alphabetical order, your notes utilize colors with specific meanings, and you find long to-do lists 
energizing, we want to talk to you! There’s a lot to keep track of in this role, and nothing can fall 
through the cracks. Meeting deadlines is key. 

• A service orientation. This is the philosophy of the team. The role of the assistant is to provide 
support that extends the capacity and effectiveness of the executive.  A successful candidate will 
be responsive and proactive, keeping the big picture in mind while working to meet the 
immediate needs of all involved. Importantly, you’re able to work calmly and intentionally under 
pressure. 

• Strong writing and verbal skills. The ability to communicate information clearly is fundamental 
to this role. You will be asked to draft documents, edit others, and communicate with a variety 
of internal and external stakeholders. 

• Love of learning. You have an innate willingness to learn and are oriented towards continuous 
improvement. You have a desire to seek feedback and understand what makes people tick. You 
are intrigued by new ideas and can focus on the parts that matter most to getting the job done.  

• Comfort with ambiguity. You can effectively cope with change and shift gears comfortably 
without having to finish something before moving on. You can decide and act without having the 
total picture. Have patience when things are in flux.  

 
• Social grace. You are approachable and relate well to all kinds of people. You build collaborative 

relationships; listen attentively and navigate tensions with care and diplomacy.    

Essential Tasks 

• Calendar management: Own the Principal’s calendar, coordinating their schedule with a strong 
understanding of their priorities. Support the Principal in ensuring that meetings, deadlines, 
presentations, family life and other duties are carried out seamlessly. 

• Systems Coordination: Develop processes and operate and manage systems within a small, 
remote and self-directed team including calendars, email, web conferencing, social media, etc.  

• Project Assistance: Provide project assistance including note taking, email correspondence, task 
tracking, and event logistic coordination. Provide coordination support across projects to ensure 
attention to tasks and deadlines are sequenced appropriately.   

• Marketing: Serve as primary point of contact for website inquiries.  Manage updates on website 
and social media as needed.  

• Business Management: Track and monitor business certifications and renewals. Update and 
reconcile Quickbooks and develop monthly reports.  

• Contract support: Support executive in contract management with subcontractors supporting 
projects.  

Desired Skills 

Please note experience with any of the software below, and/or equivalents 

• Microsoft Office Suite 
• G Suite 

• Adobe Acrobat 
• Slack 



• Asana 
• Quickbooks 

• Toggl 
• Zoom 

Please note any relevant additional skills or experience including: 

• Language ability 
• Experience working in business or government 
• Experience with climate or sustainability work 

To apply: Please send your resume and a summary of qualifications to dwr@kapwaconsulting.com. Due 
to current workload and availability, we may not be able to respond individually to each applicant. We 
will keep all application materials submitted on file for at least 1 year. Applications longer than 4 pages 
will not be reviewed.  

We appreciate your interest in the position.  
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