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COMPANY OVERVIEW: 
NatureWorks LLC is a company dedicated to meeting the world’s needs today without compromising the earth’s 
ability to meet the needs of tomorrow. NatureWorks LLC is the first company to offer a family of commercially 
available, low-carbon-footprint naturally advanced Ingeo™ lactides and biopolymers derived from 100 percent 
annually renewable resources with performance and economics that compete with oil-based intermediates, plastics, 
and fibers, and provide brand owners new cradle-to-cradle options after the use of their products. NatureWorks is 
jointly owned by Thailand’s largest chemical producer, PTT Global Chemical, and Cargill, an international producer 
and marketer of food, agricultural, financial, and industrial products and services. For more information about 
NatureWorks and Ingeo, visit www.natureworksllc.com. 
 
JOB FAMILY OVERVIEW: 
Within in the Administration function, is accountable for performing administrative processes; coordination of 
meeting/event logistics; receiving, conveying and responding to customer inquiries, creating and editing 
documents; and maintaining document/data management systems for an individual, work group, or entire office. 
 
POSITION PURPOSE: 
The Executive Assistant will provide administrative support to the Executive Leaders and other members of the 
Senior Leadership team.  Responsibilities of this role include handling confidential material, day-to-day workflow 
including email, calendaring, global travel arrangements, expense reports and covering phones and other 
administrative tasks.  This position will interact with a broad spectrum of senior leaders and internal/external 
contacts.  The person in this position must be highly organized, a self-starter with strong initiative, ability to be 
proactive, strong follow through skills, great attention to detail, and will appropriately handle confidential 
materials.  The Executive Assistant will add value as a member of the team through strong administrative, 
organizational, technical and communication skills. 
 
The Executive Assistant is responsible for supporting the Senior Leadership team in achieving the mission, vision 
and goals of the organization. 
 
PRINCIPLE ACCOUNTABILITIES: 
Executive Support (50%) 
 Provides direct administrative support to a four person Executive team.  
 Maintains calendars and schedules of the Executive team 
 Prepares, submits and reconciles expense reports for the Executive team 
 Coordinates meeting arrangements for both on-site and off-site meetings including travel, lodging, meeting 

facilities, logistics, etc. 
 Performs administrative duties for meetings as needed (i.e., agenda preparation, note taking, etc.) 
 Coordinates and manages domestic and international travel arrangements (passports, visas, flights, ground 

transportation, hotel, etc.) 
 Files and retrieves corporate documents, records, and reports 
 Legal: maintains contract files including receiving / sending signed contracts, notifying parties of expiring legal 

contracts, preparation of extension letters, maintains legal contract base, processes and updates files, records, 
certificates, and / or other documents of a diverse and / or complex nature 

  
Administrative Support (35%) 
 Develops communications material including internal memos, external correspondence and presentations and 

spreadsheets 
 Drafts, edits, and reviews written communications (e.g. audit reports, announcements, meeting notes, etc.)  
 Corporate Travel Program Management 

 Researches and negotiates contracts with hotels and airlines 
 Creates new employee access to online booking tool 
 Assists users on booking travel and reporting expenses 
 Maintains travel policy updates and enforces travel policy through booking tool 
 Maintains internal travel website 
 Monitors spend and any other travel related concerns and/or requests 

http://www.natureworksllc.com/
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Additional Projects and Responsibilities (10%) 
 Partners with Treasury team on continuous improvement of expense report auditing in correlation of travel 

policy and accounting requirements 
 Intellectual Property: files invention disclosures, CPi database maintenance and other Intellectual Property 

related requests 
 Assists other personnel as may be required for the purpose of ensuring an efficient and effective work 

environment 
 
Environmental, Health & Safety Leadership (5%) 
 Operates safely within NatureWorks policies, procedures and governmental regulations and fully participates 

in and champions NatureWorks Environmental, Health & Safety (EH&S) Programs 
 Ensures the EH&S Programs are being followed and provides a safe working environment to our employees 

and customers  
 Accountable for building a strong safety culture and actively pursues it on a daily basis; identifies unsafe 

behaviors and conditions and intervenes to mitigate incidents 

 
QUALIFICATIONS: 
Education and Experience Required: 
 High School Diploma or GED 
 5+ or more years of executive level administrative experience 
 Ability to handle confidential and sensitive information 
 Proficient in various computer programs (Microsoft Access, Excel, Outlook, etc.)  
 
Education and Experience Preferred: 
 Bachelor’s degree from four-year college or university 

 
Other (knowledge, skills and abilities): 
 Demonstrated ability to exercise discretion and diplomacy when working with confidential and sensitive matters 
 Supports NatureWorks vision and values through project / team work 
 Strong customer focus and service orientation with the ability to interact effectively with employees and vendors 

at all levels in a cross cultural setting 
 Understands the plans for meeting the business strategy and objectives, and how it relates to daily activities 
 Demonstrates speed and flexibility as appropriate in responding and adapting to changes 
 Promotes cooperation within the team and between teams 
 Demonstrated ability to adapt to a challenging and developing environment; willingness to take on new 

responsibilities as our business evolves 

 
WORKING CONDITIONS/PHYSICAL REQUIREMENTS: 
 This position works in an office environment  
 Regular full-time business hours 
 Requires use of office equipment such as computers, fax machines, telephones, and copiers 
 Required sitting and computer-related activities for extended periods of time 
 Ability to occasionally lift up to 10 pounds; will follow Company safety and ergonomic guideless to avoid injury 
 

 

 

Click here to apply: https://home.eease.adp.com/recruit/?id=15181351 
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