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Executive Assistant to the Directors – Build
Locations – Delhi/NCR, Mumbai 

About Praxis (Praxian Global Private Limited)
Praxis Global Alliance is a next-gen management consulting and business research firm revolutionizing the way consulting projects are delivered. It delivers practical solutions to the toughest business problems by uniquely combining domain practitioner expertise, AI-led research approaches, and digital technologies. 
The company operates four business units, viz.,
a) Financial Investor Group (FIG) offering pre-deal support, commercial due diligence, post-acquisition value creation
b) Business Enablement and Transformation (BET) for practitioner-led business advisory and consulting
c) PGA Labs focused on technology-led business and market research powered by AI, and
d) PraxDigital™ delivering data engineering and analytics, AI, OpenData and visualization solutions to clients across verticals.
Present in four strategic locations in India, Praxis Global Alliance works with C-suite to the front-line executives across business streams helping them with end-to-end business enablement, organizational transformation and revenue maximization support in an agile environment.
Our leadership is a set of lifetime consultants (ex-Partners) from top tier consulting firms, who are passionate about revolutionizing advisory and making it very outcome oriented. Our team comes from IITs, IIMs and our delivery & data science team consists of people from top Indian as well as Ivy League colleges. We are looking for stellar performers for the next phase of our growth.

Key responsibilities 

· Completes a broad variety of administrative tasks for the Directors including managing an extremely active calendar of appointments; completing expense reports; composing and preparing correspondence that is sometimes confidential; arranging complex and detailed travel plans, itineraries, and agendas; and compiling documents for travel-related meetings. 
· Creating dashboards, word documents and maintaining excel sheets 
· Researches, prioritizes, and follows up on incoming issues and concerns addressed to the Directors, including those of a sensitive or confidential nature. Determines appropriate course of action, referral, or response. 
· [bookmark: _GoBack]Works closely and effectively with the Directors to keep them well informed of upcoming commitments and responsibilities, following up appropriately.
· Provides a bridge for smooth communication between the Directors office and internal departments
· Demonstrating leadership to maintain credibility, trust and support with the Directors and senior level staff
· Document minutes of all meetings as directed by the Managing Director.
· Review allocated projects to internal stakeholders and highlight wherever Director intervention is needed
· Understand the nature of the business so as to action things, wherever possible and that doesn’t need Directors’ involvement


Desired Background  
· Proven ability to handle confidential information with discretion
· Demonstrate the highest level of client service
· Demonstrated ability to achieve high performance goals and meet deadlines in a fast-paced environment
· Forward looking thinker, who actively seeks opportunities and proposes solutions day to day planning of the Directors’ schedule
· MBA from a Tier 1 / 2 essential
· Strong work tenure: 3-5 years of experience supporting C-Level Executives

Desired competencies 
· Demonstrated proactive approaches to problem-solving 
· Highly resourceful team-player, with the ability to also be extremely effective independently
· Proficient in Microsoft Office (Outlook, Word, Excel, and Power Point) and Social media handling 
· Strong organizational skills that reflect ability to perform and prioritize multiple tasks seamlessly attention to detail
· Very strong interpersonal skills and the ability to build relationships with stakeholders, including staff and external partners
· Expert level written and verbal communication skills
· Strong levels of ownership and should demonstrate pride in output
· Must be a value-driven individual with high degree of integrity
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