
 
Executive Assistant / Project Manager 

Part-time, Permanent 
 
Adventure We Can is a New York City based full-service boutique production collective.  We create marketing campaigns, 

indie series, short films, feature films, doc shorts, branded content, music videos, PSAs and more. We are known for our 

highly rhythmic, heart-centered storytelling. adventurewecan.com 

 

AWC is seeking an Executive Assistant / Project Manager to work directly with CEO + Founder, Crystal Arnette. The ideal 

candidate is a highly organized, motivated and creative self-starter, who is excited to take on comprehensive administrative 

and managerial responsibilities for the company.  Someone who wants to be the next Kathleen Kennedy. This is an 

opportunity to join a growing company at the ground level. 

 

Please send a short email and resume or cover letter in lieu of resume to hello@adventurewecan.com 

 

Responsibilities include, but are not limited to:  

○ managing and organizing multiple calendars 

○ setting and maintaining project deadlines 

○ overseeing production logistics 

○ hiring contractors (crew, post, etc.) from AWC’s collective and beyond 

○ responding appropriately to time sensitive email and phone calls 

○ managing incoming inquiries from clients 

○ building out project bids for clients 

○ spearheading business outreach 

○ preparing materials for appointments and drafting correspondence 

○ tracking invoices, expenses and payments  

 

The ideal candidate is: 

○ insightful (recognize and anticipate potential issues before they arise) 

○ extreme attention to detail, highly organized 

○ a great communicator (verbal and written) 

○ proficient in G Suite 

○ interested in learning and growing with the company 

○ interested in storytelling, theater, film and video production 

 

Preference will be given to candidates with: 

○ a background in theatre (stage managers/directors/producers, this is a good role for you) 

○ familiarity with Adobe Suite (especially Premiere, Photoshop and After Effects) 

○ administrative, managerial or personal assistant experience 

 
Hours + Rate: 

○ 20 hours/week minimum 

○ $15/hr with  a raise after 6 months 

○ Access to amenities, fitness classes at AWC’s office 


