
 

YouthLink Job Opening: 

ADMINISTRATIVE ASSISTANT 

Be a part of the behind-the-scenes action that 

changes lives. 

 
About YouthLink 

YouthLink is a recognized leader in the Twin Cities and beyond for our work to build pathways of opportunity for 

homeless youth ages 16 – 24. Our youth-focused team provides innovative, evidence-based services that guide 

youth on a holistic level toward futures of education, employment, health and wellness, and housing stability. 

Since 2011, YouthLink has been home to the Youth Opportunity Center (YOC), a first-of-its-kind collaborative 

center where over 30 community partners make vital resources available onsite to provide efficient and 

effective interventions and strategies for youth in crisis. 

Our Mission 

At YouthLink, our mission is to support and empower young people on their journey to self-reliance. 

POSITION SUMMARY 

Make your work make a difference! YouthLink’s Administrative Assistant supports day-to-day administrative 

operations that make our organization’s transformative work with youth possible. Working directly with the 

Office Manager, the Administrative Assistant maintains and improves key behind-the-scenes functions, including 

collecting and organizing agency and personnel records, coordinating vendors, and managing schedules. The 

Administrative Assistant is also an important bridge between YouthLink’s administrative office and the 

community, representing the agency and Executive Director in communications with community partners and 

stakeholders in the arrangement and setup of meetings and other events hosted by YouthLink. 

 

Key responsibilities include: 

 Arranging all aspects of administrative and community meetings, including scheduling, securing location 

(if necessary), assembling appropriate materials and supplies, and setup; 

 Provide executive assistance to the Executive Director, including scheduling, document preparation, 

note-taking, and correspondence with the Board of Directors and community leaders; 

 Assisting in development and preparation of forms and documents, including supportive documentation 

for grants, agency policies and procedures, and reports; 

 Assisting in retention and management of agency records, including maintenance and organization of 

physical and electronic files and improvement of organizational systems; 

 Assisting in HR functions, including conducting new hire orientations and maintaining personnel files and 

employee/payroll databases; 

 Assisting the Office Manager in researching and developing administrative systems to improve agency 

efficiency and effectiveness; 

 Maintain a working list of vendors and contract service providers, including researching new and 

alternative vendors; 

 Provide general assistance in responding to facilities and IT needs, and coordinate responsive orders and 

vendors as necessary; 



 Maintain professional boundaries with youth, co-workers, partners, and community; 

 Ensure positive and professional representation of the agency; 

 Understand and apply YouthLink’s Guiding Principles to daily work;  

 Other duties as assigned. 

QUALIFICATIONS 

A high school diploma is required. Work experience in an administrative office environment and/or experience 

in a nonprofit organization is preferred. Qualified candidates must:  

 

 Have strong verbal and written communication skills; 

 Exhibit a high degree of professionalism; 

 Be able to work in a flexible, fast-paced environment; 

 Show strong attention to detail; 

 Be able to manage time effectively; 

 Be able to work effectively both as a member of a team and independently; 

 Be accepting of a variety of lifestyles, behaviors, and cultural and spiritual practices; 

 Have a willingness to learn about issues affecting youth experiencing homelessness and engage 

positively with YouthLink clients from diverse backgrounds; 

 Be mission-driven and willing to incorporate agency philosophy into daily work; 

 Be proficient with Microsoft Office applications (Word, Excel, Outlook, PowerPoint). 

 Preferred: Knowledge of federal, state, and local employment laws and practices. 

The winning candidate must be able to pass a background check and drug test in accordance with local, state, 

and federal laws. 

Hours: 40 hours per week, Monday – Friday. Some flexible scheduling available. 

 

COMPENSATION AND BENEFITS 

$15.87 - $16.80 per hour, depending on experience. Non-exempt. YouthLink’s competitive and comprehensive 

benefits package includes: 

 Medical 

 Dental 

 Life Insurance 

 Long Term Disability 

 Elective benefits: Short-term disability, FSA, 

401(k) 

 

HOW TO APPLY 

E-mail a cover letter and resume with the subject line “Administrative Assistant” to Stacey Peterson at 

peterson@youthlinkmn.org.  

Equal Employment Opportunity: YouthLink shall seek to ensure and provide equal opportunity for all persons 

seeking employment without regard to race, age, color, religion, gender, marital status, sexual orientation, 

military status, national origin, disability, or any other characteristic as established by law. 
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