
Urban Ventures Leadership Foundation 
Job Description 

 
Job Title:    Executive Administrative Assistant 
Job Status:    Full time 
Job Classification:   Non-exempt/hourly   
Reports to:    CEO 
Effective Date:                November 2016 
 
Working Hours 
Monday - Friday, 8:00 AM – 4:30 PM, with flexibility for a 40-hour work week 
 
About Urban Ventures 
Urban Ventures is a faith-based, non-profit with the mission of empowering individuals and strengthening 
families to transform urban communities. The organization serves primarily the neighborhoods in South 
Minneapolis, an area rich in culture and diversity. 
 
Major Responsibility 
Oversee effective and efficient administrative functions of the Urban Ventures office; provide 
administrative support to CEO and members of the leadership team. Handle sensitive and confidential 
information and exercise utmost confidentiality, accuracy and thoroughness in all tasks.   
 
Specific Responsibilities 
 

Executive Management Support 

 Perform a variety of administrative tasks including calendar management for the CEO and other 
members of the senior leadership team; keep CEO abreast of and prepared for appointments. 

 Interface effectively and professionally with senior level staff, both internally and externally. 

 Set up and prioritize meetings in order to maximize the time of the CEO; effectively interface with 
those seeking meetings so as to be welcoming and accommodating of requests, yet able to 
balance demands on the CEO calendar. 

 Respond, as appropriate, on behalf of the CEO and other senior staff or board members to 
invitations and requests for information. 

 Maintain files for the Executive Office and Board; keeping files orderly, up to date, and in 
compliance with organizational requirements. 

 Organize agenda and planning for Leadership Team meetings; ability to plan ahead and keep 
track of rolling items. 

 Take minutes and highlight appropriate action items for follow-up to Leadership Team meetings, 
Board, and other meetings as requested. 

 Assist in the preparation of briefing packs, talking points and background reading required for 
meetings; work with Program, Advancement and Marketing staff, as needed, to ensure CEO is 
properly prepared for internal and external meetings. 

 Assist with scheduling, set up, and execution of All-Staff meetings. 

 Draft communications and responses on behalf of the CEO, as needed. 

 Complete ad hoc projects, including various research projects, in a timely manner, as needed.  

 Manage all travel logistics for Leadership Team members. 

 Manage expense reporting for the CEO; responsible for submitting in a timely fashion with an 
expectation of organized and error-free reports. 

 Monitor the Executive Office budget and tracks/reports on underage and overages. 

 Organize meetings, retreats and small events; arranges catering; may need to set up and clean 
up on occasion. 

 May negotiate rates with hotels and vendors on behalf of the organization. 

 Perform additional administrative duties as needed. 
 



Board Support 

 Provide general support and assistance for the set up and execution of quarterly Board meetings; 
works closely with CEO and committee chairs to develop agenda and ensure associated 
materials are accounted for. 

 Work with Leadership Team members on all facets of Board meeting. 

 Gather and post information to the Board’s web portal. 

 Keep Board Standing policies in order, as well as other governing materials. 

 Although minimal, manages travel logistics for members; helps to plan their arrival and 
departures for meetings; works with other admin staff on logistics. 

 Process expense reports and ensures timely handling and reimbursements. 

 Manage annual budget for Board meetings. 
 
 
Qualifications 

 Associate or Bachelor’s Degree in business administration or similar preferred, OR combination 
of education and administrative experience to meet position responsibilities and requirements 

 Minimum of 3 years of administrative experience  

 High level of proficiency with MS Office including Outlook, Excel, Word, and PowerPoint 

 Strong organizational skills and ability to work and meet deadlines 

 Highly organized and effective management, organization, and prioritization of office functions 

 Strong oral and written communication skills 

 Ability to manage multiple demands and priorities, and negotiate timelines 

 Excellent customer service and interpersonal skills; ability to maintain a high degree of 
professionalism in all circumstances 

 Ability to look forward, anticipate needs, and plan accordingly 

 Ability to take minutes and notes that capture action points and takeaways 

 Ability to multi-task with high attention to detail 

 Excellent writing and proofreading skills with strong knowledge in grammar and usage 

 Professional, warm and friendly demeanor with strong people skills and diplomacy 

 Enjoy working in a service-oriented, collaborative team environment that is small and mission-
driven  

 Able to maintain highest level of confidentiality 

 Experience in a nonprofit environment is a plus 

 Physical abilities common to office work environment, computer work, and event setup 

 Ability to align with and articulate the mission and values of Urban Ventures 
 
 

 

 


