
 
 
 

Special Assistant to the CEO 
 
 

Organizational Overview 
 

Founded 25 years ago, Peace First is an international nonprofit organization that exists to create 
the next generation of peacemakers. We believe passionately that young people are natural 
problem solvers and that by unleashing their moral imaginations we can create a youth-led 
movement to counter the culture of violence that affects us all. We believe in the power of all 
young people to change the world through peacemaking — not someday in the future — right 
now. To this end, we invest in their ability to see themselves today as leaders and to maximize 
their capacity to solve some of society’s most pressing problems. 

 
Since our founding, Peace First has developed a best-in-class curriculum to teach young people 
the skills of courage, compassion, and collaborative leadership and apply them to the injustices 
they find in the world. This classroom curriculum is now open-source and available online via 
our Digital Activity Center, and it has been used by educators in all 50 states and more than 90 
countries around the world. In 2013, we continued to build on our belief in the power of young 
people by launching the national Peace First Prize, a sort of Nobel Peace Prize, along with a 
two-year fellowship for young people who exemplify the positive impact that young 
peacemakers can create in the world. Over the past three years, the Prize has generated over 
120 million media impressions, thousands of nominations and applications, and awarded over 
20 fellowships to a group of extraordinary young exemplars.   
 
Peace First is now focused on creating a global movement of young people (ages 13-24) to 
counteract the culture of violence, intolerance, and hatred that plagues too many communities 
around the world. Called the Peace First Challenge, this project combines the use of media and 
on-the-ground partnerships to recruit young people from around the world to a digital platform 
that provides critical resources and connections that move young people from experiences to 
ideas to actions. With the goal of true culture change top of mind, we aim to have at least 
100,000 young people registered and engaged with this peacemaking work within the next two 
years. Not only will thousands of young people develop the skills and lifelong commitment for 
peaceful social change, but we will source and share powerful solutions from those closest to 
the problem. 
 
A key element of our strategic plan is to build out our team of talented professionals. We 
actively recruit, retain, and develop a multicultural and dynamic workforce that effectively and 
efficiently meets the wide spectrum of young people’s needs across the globe. We believe that 



an inclusive and open environment fosters creativity, contributes to the quality of our work, and 
provides growth opportunities for all employees.  

To that end, we are seeking individuals who are excited about fostering this inclusive culture 
and working in an entrepreneurial environment where there is an immediate opportunity to 
have tangible impact on organizational direction and achievement. We are a team of individuals 
who thrive in an environment that embodies and celebrates the following: 
 

● Possession of a deep belief in the ability of young people to create change 
● Ability to adapt and apply skills to new and changing scopes of work 
● Eagerness for more responsibility and exposure to new challenges 
● Motivation to solve problems by taking initiative and trying new ways of doing things 
● Enthusiasm for connecting others to our mission and providing them with powerful 

experiences 
● Openness to working with others across diverse perspectives and backgrounds  

 
 
Position Overview 
 
The Special Assistant to the CEO is a person who provides strategic, operational, administrative 
and programmatic support to the CEO. They play a vital role in Peace First’s success by 
maximizing the CEO's time to best achieve the organization's goals. They exercise significant 
discretion to ensure the smooth functioning of the CEO's schedule, travel and communications, 
as well as determining what external issues require the CEO's involvement or notification. The 
Special Assistant helps to manage the CEO's external affairs workload through tracking and 
prioritizing tasks; preparing content for meetings, presentations and projects; and working with 
other team members to ensure the successful implementation of all external projects where the 
CEO plays a role. 
 
They will manage a rapid flow of work, handling many tasks daily spanning multiple projects, 
and will need to toggle between big picture, long-term strategic priorities and time sensitive 
details. The Special Assistant to the CEO serves as a bi-directional “gatekeeper”, helping to 
develop and nurture relationships with Peace First’s constituents around the world. They help 
ensure that external communications are of the highest quality. The Special Assistant must be 
extremely personable with Peace First’s internal and external constituents and demonstrate 
exceptional judgment and discretion. The degree of independence with which the Special 
Assistant is expected to perform their duties requires a significant level of trust by the CEO.  
 
This is an exciting opportunity for someone eager to leverage their strategic, project 
management and relationship cultivation skills to learn how an entrepreneurial organization in 
the social change space is run. Although this role will evolve, there will always be a significant 
administrative component to it. The Special Assistant will have constant access to an 
organization-wide view and will have direct impact on the organization’s growth. The Special 
Assistant will report to the CEO.  
 
We understand that there are many paths to acquiring experience and therefore welcome 
candidates from diverse and nontraditional backgrounds for this role who have demonstrated 
equivalent transferable skills to carry out the major duties outlined in this job description.  



 
 
Responsibilities 
 

● Direct the scheduling of the CEO’s calendar 
● Build connective tissue among opportunities (spot patterns, prioritization, bundling, 

communication with stakeholders both internal and external) 
● Project leadership for CEO stakeholders and meetings (new business development, 

fundraising, storytelling and speaking, and board development) 
● Prepare CEO communications to stakeholders ranging from Board of Directors to follow 

up correspondence related to the CEO’s various meetings to various speaking 
engagements involving external audiences 

● Provide administrative and project management support for meetings of the Board of 
Directors 

● Working with the Chief Strategic Engagement Officer and the Development Manager, 
help design and execute on tailored cultivation and relationship management efforts for 
a growing number of donors and prospects of major funding in the CEO’s portfolio 

● Coordination of and independent leadership on special projects ranging from thought 
leadership pieces to be authored by the CEO to convening thought leaders on various 
topics 

● Be a strong representative for both Peace First's and the CEO’s brand 
 
 
Key Skills and Experience 
 

● At least five years in a role with transferable experience 
● Highly resourceful 
● Has exceptional project management skills 
● An internal generalist; someone who is interested in systems and internal 

communications and can effectively connect people and projects with one another 
across functional areas 

● Is eager to grow with Peace First  
● Can process diverse sets of information at high speed, quickly make decisions and 

execute 
● Possesses strong emotional intelligence 
● Is extremely organized  
● Has a positive, optimistic, problem-solving mindset 
● Leads with empathy and inquiry 
● Has superior written and verbal communication skills 
● Demonstrated ability to be flexible, efficient, and diplomatic with diverse constituent 

groups  
● Is proficient in Google Drive, Docs, Gmail, etc.; Microsoft Office Suite (Word, Excel, 

PowerPoint); CRM software experience (Salesforce preferred) 
● Committed to supporting young people as they change the world for the better 



through peacemaking 
● Committed to contributing to an overall organizational culture that is inquisitive, 

youth-centered, caring, and fun 
● Believes in and lead with Peace First’s core values of courage, compassion, and 

collaboration 
 
 
Other Requirements 
 
Written and spoken fluency in English. Candidates must be able to verify that they are 
authorized to accept employment in the United States. Candidates must be able to travel 
domestically and internationally, starting with 5-10% and eventually increasing to up to 25% of 
their time. 
 
 
Compensation and Benefits  
 
Salary will be commensurate with experience. Peace First offers a competitive and 
comprehensive benefits package.  
 
 
Start Date / Location  
 
Immediately / Boston, MA (not open to considering remote candidates)  
 
 
To Apply  
 
To be considered for this position, please send a resume and cover letter documenting your 
strong fit with the job requirements to talent@peacefirst.org. Attach files as Word or PDF 
documents and include “Special Assistant to the CEO” in the subject line of your email.  
 
Peace First is an equal opportunity employer and does not discriminate on the basis of race, 
color, religious creed, national origin, sex, sexual orientation, gender identity, genetic 
information, military service, age, ancestry, or disability. 

 


