
Fall River Redevelopment Authority 

Job Posting 

Executive Assistant  

Full Time (35 hours p/wk) 

 

The Fall River Redevelopment Authority (FRRA) is a dynamic organization engaged in redevelopment 

and revitalization projects in Fall River. We seek an Executive Assistant, 35 hours per week, to provide 

administrative support to the Executive Director and the Board of Directors. The FRRA works 

collaboratively with other organizations to promote economic development in Fall River and increase its 

vibrancy. The Executive Assistant will support implementation of the Waterfront and Downtown Urban 

Renewal plans, development of a plan for the Flint Neighborhood and completion of City Pier on the 

Taunton River which will be opened for public enjoyment in August 2022. 

Administrative Assistant duties and responsibilities 

 Coordinate preparation for board and subcommittee meetings, prepare agendas and minutes, and send 

notices and other correspondence 

 Assist in drafting and editing documents including memos, e-mails, letters, reports, and proposals 

 Plan meetings and events 

 Build and maintain a social media presence 

 Format documents including flyers and event invitations 

 Create and maintain filing systems, both electronic and physical 

 Perform basic bookkeeping  

 Answer phones and greet visitors 

 Maintain calendars and schedule appointments and meetings 

 Oversee office supply inventory 

 Perform other duties as assigned 

Skills  

 Strong interpersonal, oral and written communication skills 

 Attention to detail  

 Ability to prioritize, organize, juggle multiple projects, and work independently 

 Flexibility in addressing changing priorities 

 Proficient in Word, Excel, Outlook and PowerPoint,  

 Experience with QuickBooks preferred 

 

Qualifications 

Education: A high school degree or equivalent, higher education preferred 

Experience: Previous employment as an executive assistant or administrative assistant 

 

Compensation will be $20.00 to $25.00 p/hour ($36,400-$45,500 p/year) commensurate with experience. 

Benefits include health, dental and vision insurance, retirement plan, paid time off, and more. 

 

Please submit a cover letter (required) expressing your interest and qualifications for the position and a 

resume to Sarah Page, Executive Director, Fall River Redevelopment Authority, spage@fallriverma.org. 

The Fall River Redevelopment Authority is an Equal Opportunity Employer 

mailto:spage@fallriverma.org

