
Job Title:

Executive/Personal Assistant

Hours:

Full-time, ~40 hours per week. Flexible work schedule, but must be available during
daily core hours of 9 AM - 4 PM.

Location:

Primarily (up to full-time) on-site at our HQ in Durham, NC, but flexible to include some
remote work as appropriate.

Pay/Benefits:

Salaried starting at $50K, Employee Profit Sharing Program, Paid Holidays, PTO,
employee discount

Experience:

At least one year of assistant or admin type work experience required

Highly desired - specific experience providing direct support to executive or equivalent

business leader(s).

College/Higher Education degree strongly preferred, but not a deal breaker

Brief Description:

Ripstop by the Roll is looking for a capable and motivated Executive/Personal Assistant
to join our small but rapidly growing company!

As an EPA, you will provide direct support to the CEO on a daily basis.

The successful candidate is driven to do an amazing job no matter the task. They are
high energy, productivity driven, self-motivated, always positive/upbeat, able to take and
execute upon directions, an impeccable listener, of a systems/processes mindset,



comfortable with high-level tasks, and generally willing to do anything (within reason of
course) to help achieve the goals and long term vision of Ripstop by the Roll.

Aside from key character traits, we’re looking for a person who deeply connects
with the idea that you shouldn’t ever settle for what someone else puts in front of
you. If you don’t like the way things are, then YOU have the power to create your
own path. We believe in this message and we exist as a company to share it with as
many people as possible. If you’re going to join us, you should too.

Please note that we are looking for someone who wants to execute and grow within the
specific role of Executive/Personal Assistant over the medium to long term - 2+ years at
a minimum, but ideally longer. Please consider this before applying to ensure a good fit!

Responsibilities:

1. Executive support: This underpins everything you do. Above all else, your job is
to free the CEO’s time to work on executive level tasks. This means doing
whatever is necessary in support.

2. Personal support: Part of freeing the CEO’s time to serve the business will be
alleviating personal time sucks. This will include taking select meetings, calendar
mgmt, bill payment, vendor relations for personal or other business real estate,
appt scheduling, reminders, etc.

3. Various HR and Admin Roles - Create and manage all new job postings (initial
candidate and subsequent phone screening, making interview arrangements),
posting company announcements, etc.

4. Financial Accounts Mgmt, Accounts Payable, and Payroll - Manage business
credit card and line of credit payments. Manage invoices and ensure on-time
payments to all non credit card vendors. Run monthly/quarterly reports for
affiliate and royalty partners. Administer payments to the same. Run bi-weekly
payroll for the company.

5. Calendar Mgmt - Set various appts, meetings, etc. This will include both
business and personal items.

6. Email Inbox Mgmt - Perform daily filtering of CEO email - direct response,
redirection to appropriate team members, etc.

7. Executive KPI Reporting - provide daily/weekly/monthly updates for all agreed
upon business KPIs within our executive KPI dashboard.

8. Misc Projects/Tasks - Set travel arrangements, vendor communication,
coordination of sample requests, topical research, supply chain ordering, etc.

9. General Manager support - As needed and where time allows, provide support
to the GM for some of these same tasks.



Other Requirements:

- Extremely trustworthy and dependable

- Positive attitude and “no drama” approach to everything you do

- Pulls joy from helping and serving others

- Attention to detail and highly organized

- Patient and understanding with an “even keel” demeanor. Asks questions to reveal the
root of any problem so that it can be fixed.

- Excellent written and verbal communication skills. You will be representing the CEO
and company often. If you are not highly confident in your ability to write, speak, and
communicate clearly and effectively, this position will not be a good fit.

- Comfortable with being bold and assertive when the time calls for it

- Ability to move fast and change tasks throughout the day

- Technically savvy. This means you understand how to use all basic office software and
tools such as Microsoft Office, Google Drive and associated Business Suite, Gmail,
Google calendar, online conferencing tools such as Skype and/or Zoom, project
management tools (e.g. Trello), CRM, etc. We are an ecommerce company and use
many online tools. You must be comfortable operating in this space.

- Familiarity with invoicing, Accounts Payable, Accounts Receivable, and running payroll

- Ability to make yourself available when needed (within reason) to the CEO


