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Dear Applicant, 

 

Thank you for taking an interest in applying for the position of district executive assistant. A district 

executive assistant is the key communications and public relations person between the executive board and 

district board members. These people are charged with supporting and providing help to the members of the 

executive board. This role is a good fit for a person who enjoys regular communication with fellow board 

members and has good management skills, and is willing to do whatever it takes to serve his / her board. 

Executive assistants also often have major roles in planning events. When applying for this position, please 

keep in mind that it is not easy serving as a district executive assistant. The executive assistant will receive 

and monitor the updates provided by the Lt. Governors of the district and should have some familiarity with 

the district and international bylaws of Key Club. Thank you for your interest in further serving the members 

of the mighty New York District! Good luck with your application, and please keep in mind that the deadline 

for the application is Friday, April 14th, 2017 by 11:59 PM and that no late submissions will be accepted. 

Please email your completed application with all required supplements to nydconference@gmail.com. Good 

luck! 

 

 

          Yours in service,  

 
                      New York District Key Club Staff 
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Basic Information 

 

Name of Applicant: ________________________________________________________________________ 

School: _________________________________________________________________________________ 

Home Key Club: __________________________________________________________________________ 

Division: ________________________________________________________________________________ 

Email Address: ___________________________________________________________________________ 

Phone Number*:  _________________________________________________________________________ 

 
*Please note that it is important that you enter a phone number through which you can easily be reached. You will be called for a brief 
interview if more information is needed following a review of your application. 

 

Application: Part I 
Part 1 of the District Executive Assistant Application will ask you to respond to several questions and prompts listed below. 
Please answer them to the best of your ability. 

 

1) What past leadership experience do you have?  

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________ 

 

2) How will this past experience help you serve the district as executive assistant? 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________ 

 

3) What would your goals for next year be if you were elected as district executive assistant?  

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________ 

 

4) In your own words, what is the job of a Key Club district executive assistant? 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________ 

_______________________________________________________________________________________

_______________________________________________________________________________________ 

 



5) Please describe your experience in planning events and how you believe that would help you in the role of 

executive assistant. 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________ 

_________________________________________________________________________

_________________________________________________________________________ 

 

7) There are often two kinds of executive assistants on the District Board: one who works to oversee the 

lieutenant governors, among other duties, who is often described as the executive assistant for internal/board 

functions, and another who plans events, among other duties, who is often described as the executive 

assistant for events/external functions. Which of the two would you prefer? Circle one. 

 

Internal/Board Functions   Events/External Functions 

 

8) Are you familiar with the New York District and Key Club International Bylaws?  

YES 

NO 

 

 

Application: Part II 
Part II of the District Executive Assistant Application will ask you to provide samples of your work and a recommendation. 

 

1) Choose one of the following two work samples to provide: 

 

a) Imagine that you have been selected as the 2017-2018 district executive assistant and you have 

been collecting updates from the district board. For an unspecified reason, half of the board does not 

submit their update. How would you handle the situation? Please type up a sample email that you 

would send to the district board with the hopes of solving the problem. 

 

b) Imagine that you have been selected as the 2017-2018 district executive assistant and you are 

working on coordinating a large-scale event, like Fall Rally or Leadership Training Conference. You 

have already booked keynote speaker, but s/he emails you ten days before the event informing you 

that something else has come up. How would you handle the situation? Please type up a sample email 

that you would send to him/her with the hopes of solving the problem. 

 

2) Include a signed letter of recommendation, preferably from your Kiwanis Committee Representative or Key 

Club Advisor. 

 

 
PLEASE NOTE ONCE AGAIN THAT THE DUE DATE OF THIS APPLICATION IS Friday, April 14th, 2017 by MIDNIGHT. NO 

LATE SUBMISSIONS WILL BE ACCEPTED. If you have any questions, please do not hesitate to contact 
nydconference@gmail.com.  Thank you so much for your interest in the position of district executive assistant. 
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