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ADMINISTRATIVE COORDINATOR

Supervisor: Director of Administration	

Job Summary:  

Provides administrative and financial support related to agency and grant-funded programs. Assists with grant tracking, financial activities, rental assistance recordkeeping, reporting preparation, and general administrative duties to ensure compliance with funding requirements and agency procedures. 

Main Roles:  

The Administrative Coordinator works in a supportive role to assist the Director of Administration with financial documentation, grant coordination, office organization, compliance tracking, and maintaining accurate records. This position supports the overall administrative and financial operations of the organization while helping ensure grant and rental assistance activities are completed accurately and timely.

Hours: 
Full-time, salaried position. Ability to work flexible hours is necessary. Primarily works first shift on weekdays. Duties will require working occasional weekends and evening shifts to ensure adequate staff coverage, proper work completion, and fund development duties. 

Grant Administration, Financial Management & Program Compliance
· Maintain grant coding systems for PSH, CoC, and other agency grants by monitoring grant deadlines, renewal dates, expenditures, and compliance requirements to ensure grants are fully utilized, remain in good standing, and recorded accurately. 
· Assist with the preparation of grant reports, reimbursement requests, financial documentation, and supporting records. 
· Maintain organized and confidential grant, financial, and program files in accordance with agency, funder, audit, and monitoring requirements. 
· Assist the Director of Administration with grant-related financial activities, recordkeeping, and reporting. 
· Prepare and organize documentation for audits, monitoring visits, financial reviews, and grant compliance activities. 
· Support data collection, tracking, and reporting for grant-funded programs. 

Rental Assistance & Financial Recordkeeping
· Maintain accurate rental assistance, tenant, and program financial records for PSH and CoC programs. 
· Track rent payments, utility assistance, invoices, and other program expenditures. 
· Maintain financial tracking systems, spreadsheets, and databases; assist with reconciliations and financial reporting. 
· Ensure rental assistance files and supporting documentation are complete, accurate, and audit-ready. 
· Coordinate with landlords, vendors, and program staff regarding payments, documentation, and recordkeeping. 
· Perform Housing Quality Standards (HQS) inspections.

Office Administration
· Provide administrative support to the Director of Administration.
· Answer phones, respond to emails, and assist visitors, staff, and community partners professionally. 
· Maintain organized filing systems and office records. 
· Assist with office supply inventory and administrative purchasing needs. 
· Support onboarding paperwork, file organization, and internal administrative processes. 
· Ensure assigned administrative tasks are completed accurately and timely. 
· Maintain the confidential nature of client, employee, and business information. 
· Attend all staff meetings, trainings, and events related to House of Hope as required.

Fund Development 
· Receive, coordinate, and process monetary and in-kind donations including the preparation of deposits.
· Reconcile donor database and share responsibility in banking and bookkeeping duties.
· Maintain accurate records and timely entry into spreadsheets for rent payments to the company and to other property owners. 

Program Management 
· Provide a positive role model from which residents can grow and develop and promote a healthy shelter-living environment.
· Provide a positive and supportive presence for staff and community partners. 
· Provide a positive role model from which residents can grow and develop and promote a healthy shelter-living environment.
· Assist staff in maintaining organized, compliant, and effective program operations. 
· Provide crisis intervention, as necessary.
· Above all, treat residents with dignity and relate to residents in a supportive manner.

Knowledge, Skills, and Abilities: 
· Appropriate interpersonal/communication skills and expressed interest in providing services to persons of varied backgrounds and cultures.
· Ability to meet deadlines and perform efficiently and effectively. 
· Knowledge of computers, proficiency in Microsoft Office applications, and ability to learn required software and databases. 
· Ability to plan and organize work and to make effective use of time. 
· Ability to communicate positively and effectively both orally and in writing. 

Minimum Qualifications Required:
· Associate degree in business administration, accounting, office administration, nonprofit management, or related field preferred. 
· Minimum of two years of administrative, bookkeeping, financial support, or grant support experience preferred. Related education and experience will be considered. 
· Experience working with grant-funded programs, housing programs, or nonprofit organizations preferred.
· Valid Wisconsin driver’s license and have been a licensed driver for 3 years.
· Successful completion of criminal background check.

Physical and Mental Demands:
Must be physically and mentally able to work alone safely while caring for residents and children with or without reasonable accommodation and without supervision.

DCF 52.12 (3)(e) Each staff person before working with residents must pass a health check to ensure they do not have a communicable disease, illness or disability that would interfere with the staff person's ability to work with or care for residents.
DCF 57.15(2)(c) Upon hire and before working with residents, require each staff member to have a tuberculosis test and provide certification from a physician, physician assistant, or a health check provider that the staff member meets the minimum physical requirements of the position and that the staff member is in general good health.
DCF 59.04(1)(b)3 Every shelter care worker shall be in good physical and mental health so that the health of the children or the quality and manner of their care will not be adversely affected. If there is reason to believe that the physical or mental health of any shelter care worker in a shelter care facility might endanger children in care, the department of children and families may require an alcohol and other drug abuse assessment or a physical health or mental health evaluation of the person by a physician or other health care professional as a condition for continued employment or service in the facility.

Requires ability to stand, bend and twist, reach, kneel, stoop, and crawl. Requires eye-hand coordination and manual dexterity sufficient to operate a computer and standard cleaning, maintenance, and office equipment. Requires hearing within normal range and vision correctable to 20/20 to read communications, reports and computer terminals. Must be able to analyze many variables and choose the most effective course of action for clients and/or the organization at any given point in time. Must be able to communicate and provide verbal feedback in a professional manner.  Must be able to resolve problems, handle conflict, and make effective decisions independently. Must handle novel and diverse work problems on a daily basis. Must be able to perform arithmetic calculations involving fractions, decimals and percentages. Must be able to lift at least 50 lbs.



This position description should not be interpreted as all-inclusive. It is intended to identify the major responsibilities and requirements of this job. The employee may be requested to perform job-related responsibilities and tasks other than those stated in this description. 

Mission: House of Hope empowers youth experiencing homelessness by providing a path to stability through emergency shelter and ongoing supportive services. 

Vision: House of Hope envisions a future where every youth has a home.

Values: At House of Hope and in our community, you and I will:
1. be honest and vulnerable to build trust 
1. create opportunities to overcome barriers
1. be progressive to drive collaborative innovation 
1. embrace accountability to promote stability

I accept this position of Administrative Coordinator:



_______________________________________		_____________________________
Signature                                 			Date			



_______________________________________
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