
GIRLS INCORPORATED OF SIOUX CITY 
 
Job Description for Administrative Coordinator 
 
The Administrative Coordinator (AC) is employed by and is responsible to the Executive Director and to the 
Program Director of Girls Inc of Sioux City.  The AC provides professional management of the office and handles 
membership administration with the overall objective of carrying out the mission, programs, policies and goals of 
the organization. 
 
CHARACTERISTICS 
 
The AC shall possess outstanding organizational skills.  The AC must demonstrate excellent interpersonal, 
written, and oral communications skills, and have the ability to organize the office and coordinative all 
membership administrative responsibilities.  The AC shall be energetic, a self-starter, creative, have strong 
customer service skills with both children and adults and be a problem solver.  The AC must possess a thorough 
understanding of Girls Incorporated systems and processes (or the ability to learn Girls Inc systems and 
processes quickly).  Must have a basic understanding of risk management and overall safety standards and must 
be able to work well under pressure.  The following qualities are also essential to a successful AC: 
 

 Strong customer service skills with both children and adults 
 Experience with children 
 Commitment to treating children with respect  
 Outstanding telephone etiquette skills 
 Excellent skills on the computer and in keyboarding and internet 
 Ability to handle money, write receipts, count change 

 
PRINCIPLE RESPONSIBILITIES 
 

 Greets customers and walk-ins and answers phone professionally and courteously and conveys Girls Inc. 
mission, vision, spirit and goals to all contacts. 

 
 Responsible for all aspects of checking girls in and out including but not limited to greeting girls and 

parents in a friendly, professional manner, maintaining attendance listings using appropriate attendance-
keeping system(s), etc. 

 
 Responsible for all aspects of membership including but not limited to ensuring that membership 

paperwork is on file for each member before the member is allowed to join and keeping paperwork 
organized and up-to-date, including food program paperwork.  Attends food program trainings as 
necessary to maintain appropriate standards. 

 
 Maintains consistent communication with parents including reminding parents about upcoming events, 

flyers, signups, classes, field trips, etc. and creates and maintains the organization calendar. 
 

 Serves as the administrative assistant to the Executive Director and assists other staff with clerical needs 
including phone answering/reception, word processing, mail, et al. 

 
 Calls girls when their parents arrive and notifies the Executive and Program Director of any situations or 

emergencies that require attention. 

 
 Assists w/brand impressions, marketing, and public relations including maintaining social network site(s). 
 
 Writes receipts for any money received, handles money appropriately (in accordance with procedures 

established by the bookkeeper and/or Executive Director) and communicates frequently with the 
bookkeeper and/or Executive Director about financial issues related to the girls and their parents.  Assists 
parents with billing questions and/or refers such questions to the bookkeeper. 

 
 Volunteer Management:  assists with scheduling and coordinating volunteers, including working to 

maintain successful communication of volunteer events and activities. 



 
 Girls Inc. store management:  assists with coordination of the Girls Inc. store for girls including tracking 

amounts girls have to spend, assisting with presentation of store, assisting store managers, neatness, 
etc. 

 
 Handles donations of girl items:  assists with donations of clothing, shoes, store items, and other in-kind 

donations to the organizations.  Treats donors professionally and graciously and write appropriate tax 
receipt, also communicating donations/amounts to the bookkeeper and ED.  Assists in determination 
appropriateness and disposal of inappropriate items.  Keeps donations storage neat and organized with 
the assistance of the program director. 

  
 Participates in staff meetings and conferences to share ideas and concerns and works collaboratively 

with other staff to meet agency goals and achieve staff objectives.  Works with Board committees and/or 
individual Board members as assigned by the Executive Director, including Girlfriends of Girls Inc. 

 
 Works with Executive Director and all program staff to assist in implementing overall organization 

goals/outcomes within the framework of Girls Incorporated and the approved budget. 
 

 
 Participates in a periodic assessment of the AC’s own performance and develops and continually refines 

AC work plan (goals and objectives).  Consults with the Executive Director to determine training and 
professional growth needs and participation.  Attends and participates in Girls Incorporated regional and 
national functions as approved by the Executive Director. 

 
 Performs other duties as assigned. 

 
Qualifications: 

Bachelor’s Degree 
Administrative/office manager experience preferred 
Spanish bi-lingual strongly preferred 

 


