
Housing Authority of Kansas City YouthBuild Program 
Job Description 
Administrative Assistant 
Job Title:  Administrative Assistant 
Department:  YouthBuild 
Reports to:  YouthBuild Director  
 
The Administrative Assistant for Employment and Training Services will be responsible for coordinating, 
managing and facilitating the recruitment, marketing and administrative project completion for the 
Sec.3 Workforce and YouthBuild programs.  
  

JOB FUNCTIONS:  
 
A. Marketing  
 

 Develop and update all program materials used for participant recruitment, work-site  

 recruitment and other program marketing activities  

 Develop recruitment ads used in print and online media  

 Update program websites to reflect current programming and design work with  

 administrative staff to maintain updates to information and materials as they occur  

 Use targeted marketing techniques, to make sure materials and websites are  

 appropriate and appealing to the specific audiences being addressed  

 Be sensitive and responsive to the cultural differences in the programs’ service  

 population, making sure marketing materials and websites are accessible  

 Involve other program staff and program participants in marketing activities  
  
B. Recruitment  
 

 Coordinate participant recruitment efforts, including, keeping track of all recruitment activities, 
monitoring progress, and meeting quarterly goals  

 Coordinate worksite recruitment efforts, including creating tracking spreadsheets, job 
description formats and other sustainable organizational systems  

 Create and maintain an application tracking systems for all incoming program applications, 
keeping record of complete applications, eligibility documentation, and level of applicant follow 
through  

 Screen applicants, based on grant mandated eligibility, and notify applicants of their eligibility 
status  

 Work with applicants and/or family members to ensure receipt of all necessary documentation  

 Represent the Office of Sustainability programs at recruitment events in the community  

 Establish database of local connections for recruitment and maintain contact with individuals 
throughout the year, updating them on program events and successes  

 Schedule recruitment meetings and events with community partners and potential applicants  

 Prepare all materials and information packets for recruitment efforts ensuring that staff 
members have all of the information, materials and details needed to recruit  

 Coordinate program staff, participant and program director involvement in marketing activities  



 Deliver status reports to program director in weekly supervision meetings regarding recruitment 
efforts  

  
 
C. Administrative Projects  
 

 Manage administrative projects  

 Create and maintain programmatic operations manuals for each program, detailing program 
and department policies and procedures, and clarifying expectations for program operation  

 Maintain file management system ensuring files are kept up-to-date, and archived when 
appropriate  

 Reconcile tracking system for budget expenditures at the end of each month, correcting errors 
and updating staff of discrepancies  

 Manage databases for program functions, including but not limited to work experience 
information, case management tools and information management systems for funders  

 Establish and implement streamlined process methods for increased program efficiency  
 

POSITION QUALIFICATIONS  
 

 Bachelor degree in Business Administration or a closely related field plus 2-4 years’ related 
experience OR Associate degree in Business Administration or a closely related field plus 4-6 
years’ related experience preferred 

 Excellent computer skills, including proficiency in MS Word, Publisher, Access, Excel, and Power 
Point  

 Professional communication skills  

 Proficiency in typing, grammar, data entry, office machines, basic math and general office 
procedures 

 Possess leadership qualities and act professionally in all dealings 

 Be a proactive problem solver in the work place with the ability to prioritize projects and multi-
task 

 Be a role model to youth and be dedicated to working with homeless youth/young men and 
women without regard to sex, age, marital status, sexual orientation, race, or religion  

 Exhibit organizational skills to keep accurate documentation; 

 Function as a contributing member of the team while maintaining effective working 
relationships and a positive attitude; 

 Has the physical and mental ability to monitor clients visually and audibly  

 Has a fundamental understanding of social services and issues facing young adults. 
  
HOURS: Full-Time; Business Hours of the organization are 8-5pm. Must be available to work at least 5pm 
daily. Very limited weekends, on occasions.  
  
LOCATION: 1940 E 11th St. KCMO  
SALARY: $26,000-$30,000 depending on education and experience  
 
APPLICATION: E-mail cover letter, resume, and 3 references  to Housing Authority of Kansas City, 
Missouri,  920 Main Street, Suite 701, Kansas City, MO, E-mail mboydston@hakc.org or Fax: 816-285-
4025.  EOE  

mailto:mboydston@hakc.org


 
 


