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POSITION AVAILABLE 

 
 
EXECUTIVE ASSISTANT: 
 
Introduction: 
Pyramid is an award-winning custom builder, specializing in high-end architecturally designed 
single-family residential construction.  We have been in business for over 30 years, and in that 
time have established a reputation as a premier builder in this segment. 
 
We have an opening in Annapolis, MD for an EXECUTIVE ASSISTANT with experience in a similar 
role. We are seeking a self-starter who will be responsible for performing all executive 
administrative skills necessary in supporting the Owner/President in the day to day functions of 
running a fast-paced construction office and real estate development company. This full-time 
position reports directly to the Owner/President. 
 
Overview: 
The EXECUTIVE ASSISTANT is responsible for providing support and coordination to the 
Owner/President across multiple projects and endeavors. This role requires having the 
confidence and ability to coordinate multiple ongoing tasks on a daily basis. The EXECUTIVE 
ASSISTANT is responsible for promoting efficiency within the organization, actively seeking 
opportunities for forward thinking, and maintaining the highest level of ethics & standards. 
 
Project Management & Estimating - Support Responsibilities: 

§ Handle the Owner/President’s agenda: organize schedule and coordinate tasks 
§ Strong organizational skills that reflect the ability to perform and prioritize multiple tasks 

seamlessly 
§ Demonstrate proactive approaches to problem solving with strong decision making 

capability 
§ Highly resourceful, with the ability to be effective in a team and independently 
§ Proven ability to handle confidential information with discretion, be adaptable to 

various competing demands, and demonstrate the highest level of customer/client 
service and response 

§ Ability to meet deadlines 
 

Pyramid Values: 
§ Build strong relationships with other Pyramid office and field personnel.  
§ Build win-win customer & architect relationships for the long term.  
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§ Develop creative solutions to problems.  
§ Maintain personal development plan to continually build professional skills.  
§ Keep up to date with relevant construction methods and materials.  

 
Requirements: 

§ Have a minimum of 3 years experience in a similar role supporting an Executive 
§ Successful candidate will be experienced with extreme attention to detail and highly 

organized 
§ Thrives in a fast-paced environment and is able to multi-task 
§ Strong Microsoft Office Suite including Excel, Word, Outlook, Power Point etc. 
§ Ability to communicate clearly & effectively 
§ Self-starter with the ability to work independently as well as in a team environment 

 
Compensation: 

§ Commensurate with experience 
 
To Apply: 
If you are interested in this position, contact us by any of the following means: 

§ Apply online:  www.pyramid-builders.com/employment 
§ Email your resume:  jobs@pyramid-builders.com 
§ Fax your resume to:  410-571-7708 
§ Mail your resume to:  Careers w/Pyramid Builders  

2 Womack Drive 
Annapolis, Maryland  21401 

 
 
Pyramid Builders offers a comprehensive benefits package including Health & Dental, 
Disability & Life Insurance, Performance Bonuses, & 401(k) Profit Sharing. Pyramid is an 
equal opportunity employer. 
 


