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SENIOR EXECUTIVE ASSISTANT TO THE PRESIDENT       ROSEVILLE, CA

About Us:
FLINT is a vertically integrated Master Builder. We span 
design, engineering, BIM and modeling, procurement, 
manufacturing, construction, and service — operating 
across four California offices (Roseville, Bay Area, Orange 
County, San Diego) and a manufacturing facility in Auburn.

Our positioning is direct: Higher Quality. Earlier Delivery. 
Lower Cost. By Design.

Alongside the build business, we are creating Flint OS — 
an AI-native operating system on Palantir Foundry that 
brings the integration of our company into the way work 
actually gets done. Construction is a multi-trillion-dollar 
industry that has resisted reinvention. We are building it.

Who we are Seeking:
FLINT is hiring a Senior Executive Assistant to support 
our President. This is a role with an explicit growth 
trajectory: we are hiring for the seat we need today and 
the partnership we will need in three years. The right 
candidate brings strong executive support experience and 
the ambition to grow into a true Executive Business Partner 
over time, as the role, the company, and the relationship 
mature together.

About the Role:
From day one, you will own the operational support for 
the President — calendar architecture, communications 
triage, meeting preparation, travel and inter-office logistics, 
document workflow, and the day-to-day coordination 
across his commitments. You will work alongside the 
executive team and become fluent in the tools we use. 
You will draft and refine communications in the President’s 
voice.

This is a deliberately developmental seat. We are investing 
in someone with the foundation and the appetite to grow 
into a true Executive Business Partner. The horizon is long 
— the best EBP relationships run a decade — and we are 

hiring for that horizon.

Who You Are:
You have operated in a senior executive support role 
and can point to specific moments where your judgment 
shaped the outcome — meetings that went better because 

of how you prepared, decisions that didn’t get made because 
you said no on your principal’s behalf, relationships that held 
because of how you handled the friction. 

You think clearly and you communicate clearly. You 
operate with integrity. Your emotional intelligence is your 
superpower.  You have a high tolerance for ambiguity, you 
read environments quickly, and you are discreet about what 
you know.

You are comfortable with technology — eager, not resistant. 
You will be using AI-native tools every day and helping shape 
how they are used in this role over time. You do not need to 
be technical, but you need to be curious.

You are decisive about other people’s time as a way of 
protecting your principal’s. You have the “no” muscle, or you 
are ready to develop it — declining meetings, pushing back 
on calendar bloat, and protecting deep work without losing 
the relationships in the process.

You are ambitious about your own growth. You see this 
role as the foundation for a long career partnership, not a 
transactional job. You want to be challenged, you want to be 
invested in, and you want to grow into more scope than the 
role contains on day one.

Construction, real estate, engineering, manufacturing, design, 
or related industry background is a plus, not a requirement. 
Judgment is what matters; context can be learned.

What We Offer:
Base salary in the range of $90,000 to $120,000 depending 
on experience, plus performance bonus and benefits. A 
defined growth path: as you grow into greater scope, the 
role tier and compensation grow with you. Hybrid role based 
in our Roseville office, two to three days per week in person, 
with occasional travel to other FLINT offices. A culture that 
takes the work seriously and the building of it personally.

How to Apply:
Submit your résumé and a brief note — one or two 
paragraphs — on why this role and why FLINT. The note 
matters as much as the résumé. 

If this sounds like you, please contact Rachel Freed  
at rfreed@flintbuilders.com.

FLINT is an equal opportunity employer.

COMPENSATION AND BENEFITS
At FLINT, we are committed to delivering thought-
ful, high-quality projects that serve our commu-
nities. Our work with educational and healthcare 
institutions allows us to make a lasting impact, and 
we value team members who bring both technical 
expertise and a collaborative spirit to every project.

	» Base salary range of $90,000-$120,000 
depending on experience 

	» Comprehensive medical, dental and  
vision coverage

	» 401k with a company match

	» 29 days of PTO

	» Annual bonuses based off company success

	» Recruiting bonuses

	» Personal use of FLINT Sprinter Van

	» Anniversary travel program with extra time 
off and a stipend for 5, 10, 15, 20...years of 
service

	» Monthly company events (Ski day, family 
camping, pro sporting events, golf, cornhole 
tournament, Friendsgiving, etc.)

	» Annual Christmas party with hotel (Past 
years: South Tahoe, Kimpton Sawyer 
Sacramento, Incline Village, Sutter Club, 
Squaw Creek, etc.)

	» Company credit card

	» $100 phone allowance per month

SCAN FOR 
FLINT FUN!

mailto:rfreed%40flintbuilders.com.?subject=
https://youtu.be/IK-VQyNT_rw

