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HORTIKI PLANTS 

Hortiki Plants Manufacturing and Distribution Center 
9201 Hampton Overlook 

Capitol Heights, MD 20743 
 

www.hortikiplants.com 
 

POSITION DESCRIPTION: EXECUTIVE ASSISTANT  
 

COMPANY BACKGROUND: 

Hortiki Plants makes it easy and fun for beginner and small-space gardeners to grow edible plants. 
Hortiki Plants provides eco-friendly gardening kits, hands-on gardening education, and best-in-class 
customer support.   

Hortiki Plants seeks to: 

- Create gardening products that are fun and simple to use. 
- Demonstrate a clear and sincere commitment to environmental protection.  
- Be a leader in community development. 

Hortiki Plants is growing fast with promising new partnerships on the horizon. From 2021-2023 Hortiki’s 
primary focus will be on expanding operations, building a great team, and putting systems in place to 
ensure the long-term sustainability of the business.   

EXECUTIVE ASSISTANT POSITION: 

Hortiki Plants is seeking an Executive Assistant to serve as the trusted “right hand” to the 
company’s founder. The best candidate will be a high-energy, detailed oriented person and an 
organizational mastermind. A great communicator with the skills and ambition to manage lots of 
different projects at once. 

It is expected that this executive assistant will gradually transition to a leadership position in operations 
management. This is a great opportunity for someone who is excited about the company, wants to 
evolve with a fast-growing startup, and grow into a top-level executive leader.  

The executive assistant (EA) will handle a variety of tasks to ensure smooth daily operations and to 
support big projects that grow the company. The primary work of this position will involve 
administrative tasks, inventory/supply chain management, and project management. 

 
A GREAT FIT FOR THIS POSITION 

This is a great position for you if you are passionate about Hortiki’s vision. Hortiki Plants is a business 
with great vision. There are opportunities to serve individuals who want to learn to garden by providing 
innovative products, gardening classes and gardening retreats. There are opportunities to work with 
corporate, nonprofit, and government organizations to supply sustainable materials and education. 
There are opportunities to support women and minority farmers, providing new markets for their 

https://www.hortikiplants.com/
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products and treating them as respected partners. Finally, there are incredible opportunities to support 
communities in need, through intentional investment, training, and support.  

If being part of such a vision sounds exciting, Hortiki Plants might be the right fit for you. Hortiki needs 
highly skilled people to ensure the work of the business is executed flawlessly. But more importantly, 
Hortiki needs passionate team members who have a heart for the mission of the business. Team 
members who believe there is no limit to how far we can go, and who are eager to use their gifts in the 
service of others.  

This is a great position for you if you are great at managing a lot of projects at one time.  Skilled at 
seeing the big goal and breaking it down into the individual tasks that need to happen to get things 
done.  
 
This is a great position for a flexible, team player. Hortiki Plants is growing rapidly but for the 
foreseeable future, it will be powered by a small, but mighty team. 

-  A great EA will be willing to help however they can to get the work done. 
- “That’s not my job” cannot exist.  “How can I help” must always be the perspective, even if it 

means literally getting your hands dirty. (This is after all a gardening business).  
- The executive assistant will receive specific instructions and be asked to make frequent edits 

and changes to work in progress. It is not personal and there should be no hard feelings. Hortiki 
Plants is striving for excellence which means the team should always look for ways, big and 
small, to improve.  

 
This is a great position for a creative problem solver. Instead of saying, “we have this problem”, a 
problem solver says, “we have this problem and here are three options for how address it and the pros 
and cons of each”. This position is designed for advancement. A great EA with leadership potential will 
be forward thinking, creating systems and improving processes to reduce the need for direct 
oversight.  
 
This is a great position for you if you like creating and documenting processes.  An EA who doesn’t 
enjoy this could still be great at their job. But they would have to stay an EA forever. Standardizing and 
documenting routine tasks will make it easier for someone to take lower-level tasks off the EA’s plate 
so they can move on to project/operations management.  
 
This is a great position for you if you like building relationships and if you communicate well with a 
variety of different people.  

- The EA will spend at least half of their time communicating with the founder, vendors, other 
team members, service providers, customers, and partners.  

- The EA must be very articulate and write in a clear, concise, and kind tone.  
- Some communication may need to be firm to ensure deadlines are met and inventory and 

services are delivered on-time. The EA should be able to use negotiation skills to ensure all 
parties are treated fairly and the outcome of contracts is to the benefit of the company.  

 
This is a great position for you if you are positive and kind. Scaling a start-up takes a lot of work! Even 
when things get stressful a great EA will communicate with kindness and respect. If your natural 
inclination is to look for solutions to problems and encourage others when times are hard, Hortiki could 
be a great fit for you.     
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PRIMARY RESPONSIBILITIES 
 

o Administrative duties: managing company communication via email and phone, tracking inventory, 
scheduling, filing, organizing a digital storage space, light bookkeeping, creating reports, 
proofreading, and editing documents.  

o Using software to organize projects, schedule tasks, share information, and create reports.  
o Contractor and vendor management. Researching vendors, developing, and maintaining 

relationships with vendors, negotiating contracts.  
o Tracking inventory and sales data and reporting changes to the founder and other team members. 
o Customer service. Responding to non-technical customer inquiries via email, text, phone, and 

social media.  
o Light human resource administrative duties and benefits management. (Providing needed 

information to outside human resource agency).  
o Process management. What needs to get done for this objective to be completed? Who needs to 

do what? What are we waiting on? Keeping the team on track and moving forward.  
o Planning and facilitating customer facing events such as educational webinars, online conferences, 

and in-person events.  
o Planning and facilitating team meetings, travel, and special events.  
o Supporting other team members via communication, providing resources, and training. Ensuring 

the team is always on the same page.   
 

ADDITIONAL RESPONSIBILITIES MAY INCLUDE: 
 

 Supporting product and service development and delivery. 
 Working on/compiling marketing materials, updating the company website, drafting press 

materials, and responding to inquiries from the media.  
 Social media account management. Scheduling social posts and responding to comments on 

social media.  
 Onboarding and training new team members.      
 Other duties as needed.  
 

REQUIRED EXPERIENCE: 
 

 Associates Degree in any field. (High School Diploma or GED with additional experience will be 
considered).  

 3 – 5 years of relevant experience as an executive assistant with project management duties. 
 Demonstrated ability to manage multiple responsibilities daily. 
 Experience with project management software, creating and utilizing project metric dashboards. 
 Familiarity with cloud software such as Google Calendar + G Suite, Trello, Evernote, Asana, 

Basecamp or similar team-based communication tools.  
 Excellent communication skills — you have a knack for putting ideas into words and ensuring 

everyone is on the same page.  
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PREFERRED EXPERIENCE: 
 

 B.A. in business administration, organizational management, or related field. 
 Inventory/supply chain management, tracking, and reporting experience. 
 Experience finding and working with vendors domestically and internationally.  
 Experience in the horticultural industry or other retail/merchandising experience a plus. 
 

POSITION DETAILS 
 

 Starting salary: $20 - $30/hour. High potential for promotion and salary increases.  
 Full-time (40 hours/week) 
 Worksite: On-site work at Hortiki Plants’ Manufacturing and Distribution Center in Capitol Heights, 

Maryland will be required  
 Remote Work:  

o Potential for limited remote work. 
o Office work (writing, vendor management, phone/video conferences, etc.) may be done 

remotely 
o Ability to work remotely will be based on the needs of the business. 
o Remote work must be scheduled and approved in advance  

 Work Schedule: 
o Monday – Friday 7am-3:30pm. (Flexible scheduling may be an option). 
o Occasional evening and weekend work may be needed to support special events (online 

workshops, live social media broadcasts, etc.), or critical production deadlines.  
 Occasional travel may be required.  (Travel will be minimized to the greatest extent possible during 

the COVID-19 public health emergency.)  
 

COVID-19 REQUIREMENTS 
 

 Work will be done in accordance with COVID-19 safety guidelines during the public health 
emergency (i.e. work will be socially distanced, all persons will get routine temperature checks, 
wear masks, get vaccinated, use sanitizing stations, etc.).  

 Personal protective equipment will be provided  
 

 
BENEFITS 

 Health insurance 
 401k and matching (Available for full-time employees after vesting requirements met) 
 Paid time off 
 Workers compensation insurance 
 Birthdays OFF! Go celebrate you!  
 Paid training and opportunities for promotion 
 Free seeds and plants. (I know. This is the best part!) 
 

THE FOUNDER’S COMMITMENT TO YOU 
 

 I will be kind and always treat you with respect.  
 I value your opinion and will strive to improve my leadership based on your feedback. 
 I will be clear about expectations, communicate frequently about how you are doing, and 

transparent about where the company is headed.  
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 Your pay and benefits will grow along with the company. 
 Working for Hortiki will be fun and meaningful. 
 I will show that I value your work and appreciate you.  
 You will receive training and opportunities for growth.  
 I promise to always prioritize your health, safety, and wellbeing.  
 I will support you in making time for your health and self-care, your loved ones, your pets and (of 

course) your plants.   
 
 

HOW TO APPLY 

Send your resume and cover letter to: contact@hortikiplants.com 

First screening of applications ends June 11, 2021. Additional screenings will take place weekly 
until positions are filled. 

mailto:contact@hortikiplants.com

