
Job Title: Administrative Assistant, Workforce Solutions 
Job Type: Full-Time 
Salary Range: $35,000-$46,000 
Number of hires for this role: 1 
 

About the Urban League Twin Cities (ULTC) 

For more than 90 years, Minnesotans have looked to the Urban League as a source of strength in the 
community. From employment to education to engagement, the Urban League seeks to help African 
descendants strive for and achieve economic empowerment and self-sufficiency to build wealth that can 
be passed down from generation to generation. 

We envision a future in which African descendants can be fully engaged, empowered and invested in the 
success and well-being of the Twin Cities metro area. The Urban League understands that the cultural 
heritage and assets of people of African descent are a rich resource of creativity, power and beauty. 

We believe that a strong and systemic change is needed to transform our communities. The Urban 
League plays a vital role as advocate and thought leader for issues affecting African descendants in the 
Twin Cities. 

About the Position 
This position is primarily responsible for managing day-to-day routine and advanced duties for the 
Workforce Director and other workforce staff, including assisting with event planning, meeting set up 
and implementation. The position requires knowledge of workforce programs, preferably in a nonprofit 
sector, works well in a team setting, strong interpersonal and organizational skills, and strong technical 
skills. The Administrative Assistant engages with people from a wide variety of levels, from clients, 
management, and CEOs.    

Primary Duties & Responsibilities 
• Provides administrative support for Workforce Solutions Director and Workforce Team, as 

directed 
• Assists with intake of Workforce programs 
• Assists with enrollment process for participant training classes 
• Prepares and maintains spreadsheets for program reports 
• Assists with entering data into client management systems; update data as needed 
• Prepares responses to routine inquiries  
• Maintains filing system 
• Attends and assists with program orientations and outreach activities 
• Coordinates and maintains office supply inventories and support services, i.e. bus and gas cards 
• Prepares check and purchase requests, and offer general staff support 
• Creates correspondence, prepare reports and documents 
• Organizes files, manage calendars to schedule appointments 
• Assist in creating and prepare flyers for Workforce events and programs  
• Performs other duties as assigned 



 
Experience & Qualifications  

• HS Diploma/GED required 
• Minimum of 1-3 years’ Administrative experience  
• Demonstrated time management and organizational skills 
• Strong technical skills/Microsoft Office proficiency  
• Excellent written and verbal communication skills 
• Ability to synthesize complex or diverse information 
• Highly developed ethics, integrity, and emotional intelligence 
• Ability to interact with people of all ages, socio-economic and cultural backgrounds 
• Ability to coach and support people with diverse backgrounds and challenges 
• Team player and ability to pivot and manage through change 
• Strong interpersonal skills 

Benefits 

• 401(k) 
• Health insurance (Medical & Dental) 
• Paid time off 
• Vacation and holiday paid time off 
• Professional development assistance 

NOTE: A waiting period may apply for some benefits. 

Work location/Ability to Commute/Relocate: 

• Employees of ULTC are currently working remotely due to the COVID-19 Pandemic. 
• This position is located in Minneapolis, MN 55411; the successful candidate is expected and 

required to reside in the Twin Cities metropolitan area and work onsite at ULTC offices when 
ULTC remote working protocol is lifted.  

• No relocation assistance is being offered for this position. 
• All staff working onsite must submit proof of vaccination and booster, if eligible for booster, or 

submit acceptable documentation of a religious or medical exemption, in which case the 
employee must agree to weekly COVID-19 tests and weekly submission of proof of a negative 
test result. 
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