
Call for Executive Assistant

SASA is looking for an Executive Assistant to assist SASA Director David Danzig and
Team Leaders in facilitating organization-wide workflow!

Position Description:
This is a volunteer (unpaid) position to manage and execute SASA’s administrative tasks, which
include developing in-house workflow procedures, aiding big projects, interfacing with Team
Leaders, finding and implementing software solutions, assisting in writing administrative and
legal documents, and maintaining budgets.

As a young and growing organization, SASA’s internal processes, between what software we
use to how we make decisions, are constantly evolving. The Executive Assistant is responsible
for following such developments and determining how to effectively integrate new procedures
into day-to-day operations. In doing so, this position entails brainstorming sessions with SASA
Director David Danzig and the ability to communicate with Team Leaders, the Executive Team,
and the organization as a whole about internal changes. Additionally, the Executive Assistant
can expect to aid in various projects and research necessary managerial materials (i.e.,
productivity platforms, legal requirements, tax information, etc.) as SASA explores new ways to
promote Ancient Studies.

The duration of this position is primarily 9/15/2021-12/31/2021, with some meetings required
before and after that time period. Expected work hours are 15-20 hours per week. All
meetings take place via video call and all work is done remotely. The Executive Assistant
should expect to have weekly meetings with SASA Director David Danzig and meet with Team
Leaders as needed.

This position is most well-suited for someone seeking to enhance their experience with
nonprofit work and/or the diversity of tasks that arise within a growing organization like SASA.
Moreover, the Executive Assistant must be flexible, adaptive, and comfortable working
independently as new projects and tasks emerge.

Responsibilities:
● Assisting with developing process workflow and procedures
● Communicating internal improvements to other teams
● Research assignments as assigned
● Assisting with various projects (i.e., Birthday Bash, Annual Reports, Archaeogaming

Modules, big social media campaigns, website improvements)
● Overseeing the internship program (i.e., organization orientation, setting up professional

development events with Team Leaders, sending out exit surveys)
● Assisting with annual budget planning



● Attending meetings with SASA Director David Danzig and helping him complete directorial
work as needed

● Teaching and acting as a resource for Team Leaders on SASA’s productivity digital
platforms and workspaces (i.e., Google Drive, Slack, ClickUp, Clockify)

● Writing volunteer/intern position announcements
● Helping onboard new recruits
● Other duties as assigned

Necessary skills:
● Excellent organizational, planning, research, and writing abilities
● Excellent interpersonal skills
● Ability to work and communicate effectively remotely
● Flexibility in tasks being worked on
● Basic research experience
● Ability to quickly learn, understand, and teach others about new platforms or procedural

changes
● Management experience and professional experience, including mass email and website

work, are big pluses
● Ancient Studies interest beneficial but not required

To apply, please send your resume and cover letter to daviddanzig@saveancientstudies.org.
Applications will be reviewed on a rolling basis, beginning 9/1/2021. We aim to have this
position filled no later than the end of September, 2021.
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About SASA

SASA is a non-profit organization, tax exempt under IRS code 501(c)(3). SASA's mission is to
counter the downward trend in Ancient Studies fields in academia, by (1) uniting graduate students
to (2) engage students by guiding the widespread American interest in ancient times toward
Ancient Studies, to (3) facilitate ease of access to studying the ancient world, and to (4) support
and reimagine scholarship as a lifelong pursuit for those who work as professionals in other areas
after receiving their PhDs.

At this time, all positions with SASA are unpaid, including management, volunteers, and interns,
save for some few project positions paid for through grant funding. Since work for SASA is all
done remotely, we take a proactive approach to supporting our volunteers and interns. Our goal is
that internships with SASA are mutually beneficial, such that volunteers help work on various
SASA projects and gain experience in multiple areas, learn skills, gain knowledge, and build
connections with numerous people in Ancient Studies and the nonprofit world. Interns work
alongside volunteers with more experience and under the guidance of our Team Leaders and the
Director. Our work atmosphere is exploratory and collaborative. We all enjoy the company of
people who have varied backgrounds and interests of all ages, and who are passionate in their
pursuits.
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