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	ACCESS COMMUNICATIONS GROUP, LLC
2017 Texas Ave.  
El Paso, TX 79903
Phone: (915) 845-0007
Fax:     (915) 565-1717
access@acglp.com     www.acglp.com

	


	Job Title: Executive Operations Partner

	Division/ Departments: Administration

	Work Location: 2017 Texas Ave. El Paso, TX 79901 

	Job Type: Full-Time   ☒    Part-Time  ☐                        
	Pay Rate: Hourly   ☐    Salary ☒                        

	Reports To: Ana Espinoza | President
	Supervisory Capacity: Yes ☒        No ☐


	Duties and Responsibilities

	Tasks are as follows (but not limited to):
Work directly with the President of ACG, a Computer Engineer with 20+ years of experience in manufacturing, ISO 9001, TS standards, Six Sigma, and more. She is strict, direct, and driven by perfection- ”working 24/7 and expecting her right-hand support to match her pace, mindset, and commitment.
This role is not for everyone. The President's intensity and high standards often scare people away. But for the right candidate, this is a rare opportunity to learn, grow, and help lead a fast-moving small business.

What You do!
· Support executive operations and daily tasks
· Analyze and manage data using Excel
· Help implement tech and AI tools to improve efficiency
· Learn and support government contracting and small business processes
· Create and improve workflows with measurable daily goals
· Stay task-focused and organized in a fast-paced environment
· Use all available tools to manage priorities and follow through
· Communicate clearly in both English and Spanish
· Maintain confidentiality and professionalism
· 
Who You Are!
· Task-oriented, fast-paced, and have a great memory
· High GPA (college or high school)
· Strong Excel skills
· Tech-savvy, with interest or experience in AI tools
· Bilingual (English/Spanish)
· Humble, honest, and hardworking
· Strong character and ability to handle pressure
· Willing to work 50-60 hours/week
· Not afraid to learn anything about government contracting and small business operations
· Experienced in creating, improving, and executing processes with measurable goals





	Work-Related Skills and Requirements

	

Preferred Skills
· Experience in business operations or executive support
· Familiarity with automation tools or AI platforms
· Passion for learning and growing with the company


Ready to work side-by-side with a powerhouse leader and help build something great? Apply now.
















	Vocational Training Provided By

	Management Team

Company Core Values are required to be followed and maintained by every employee.
Accountability. Takes ownership of their deliverables; admits mistakes. First being true to ourselves and then to the rest.

Character as a company Is the distinctive mark/trait that sets us apart from all the others. It is our distinguishing quality feature both, for ourselves and those we interact with.

Integrity. Being honest and showing a consistent strong moral and ethical principles and values.  

Safety. #1 value to us. Condition of being protected from or unlikely to cause danger, risk, or injury.

Teamwork. Work together with the team to achieve a common goal or to complete a task in the most effective and efficient way.

Trustworthy. We provide constructive feedback despite personal differences in order to achieve the desired results. Solution versus positional mindsets that utilize shared values as an integral culture of synergy.



	Physical Requirements

	












	Personal Protective Equipment

	
Basic Required:

Provided: Hard Hats, Safety Vests, Safety Glasses, Hearing Protection    - if applicable for job on site  
_________________________________________

Not Provided: Steel-Toe Shoes, Long Pants, _____
_________________________________________

	Special Jobs:

	Safety Training Provided By

	Safety Coordinator / Project Manager






	Authorization

	Print Employee Name:
	Hire Date:

	Employee Signature
	Date:

	Supervisor Name and Signature: 
	Date:

	HR Rep. Signature:
	Date:

	Accounting Rep. Signature:
	Date:
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