Arts
Midwest Creativity, amplified.

Administrative Associate

Department: Operations

Reports to: Operations Manager

FLSA: Non-Exempt

Classification: Part-time/hourly; 18 hours/week
Revision Date: January 2024

Pay: $26/hour

Schedule: Monday-Thursday, 4.5 hours/day
Job Location: Minneapolis, MN

Application Instructions: Please apply by completing our online application with your resume,
cover letter, and contact information for three references by March 10, 2024.

Potential Interview Dates: April 1-4, April 15-18
Preferred Start Date: May 6

Job Summary

About the Position

Arts Midwest’s Operations Team is growing! We are looking to hire an Administrative
Associate to provide essential administrative support. This work includes managing the front
desk, maintaining office resources, and supporting operational projects and events.

This position would take place at our in-person office, located on the northwest shore of Lake
Bde Maka Ska. The newly renovated office serves as a drop-in workspace for our 22 staff
members.

Because we work in-person and virtually, this role relies on embracing remote work systems
and technology, interacting with visitors and guests, and building relationships with our staff
and vendors both online and in-person.

This position would involve moments of fast-paced problem solving and managing a high-
traffic front desk balanced with quiet days maintaining the space and watering the numerous
plants (which are thriving in the sunny corner windows).
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This work seeks to advance the vision, goals, and impact of the organization and is rooted in
Arts Midwest’s commitment to equity, integrity, and learning.

About You

We’re looking for people who thrive on organizing information, are responsive and efficient
communicators, and enjoy learning about new processes and systems. We are especially
excited about applicants who are thoughtful problem solvers, enjoy collaborating on tasks
together, and are eager to help and uplift others.

This job is a great fit for someone wanting to learn more about office management and
nonprofit operations. At least one year of work experience in customer service, event or
project management, or administrative support will help the candidate succeed.

If you live in the Minneapolis area, have some work experience that you could apply in this
role, and you meet most of the technical requirements, please apply!

Arts Midwest a committed to maintaining a workforce that is diverse across many lines of
difference. We strongly encourage people of color, Indigenous people, veterans, and people
with disabilities to apply for this position.

About Arts Midwest

Arts Midwest believes that creativity has the power to inspire and unite humanity. Based in
Minneapolis, Arts Midwest supports, informs, and celebrates creative organizations and
communities throughout the nine-state region of Illinois, Indiana, lowa, Michigan, Minnesota,
North Dakota, Ohio, South Dakota, and Wisconsin, and the Native nations that share these
geographies. We are one of six United States Regional Arts Organizations, a national collective
of six place-based nonprofit arts service organizations committed to strengthening America’s
infrastructure by increasing access to creativity for all Americans.

Responsibilities and Accountabilities

Planning + setting vision

e Assist team in identifying and achieving departmental goals and strategies that align
with the organization’s strategic direction.

e Share regular reports on task progress and challenges with supervisor.

Office Administration



e Assess and assist with employee office needs both in-office and through remote
workstations.

e Maintain in-office employee workstations and update office layout plan as needed.

e Maintains physical office space and work areas such as the conference rooms, supply
closets, and the office dining area.

e Opens and closes the office each day and manages the office security system.
e Schedules regular and as-needed property maintenance.

e Manages storage and archives.

e Assists with onboarding, offboarding, and hiring processes as needed.

e Assists with planning staff events (retreats, social hours, etc.) and meetings.
e Assists with supplies, catering, and other hospitality services.

e Builds and maintains relationships with vendors, including property managers,
realtors, and suppliers.

e Provides general administrative support to the organization, including ordering and
organizing office supplies, record-keeping, and mailing/shipping.

¢ Routes incoming mail, packages, and deliveries.

e Coordinates staff recognition effort for birthdays and employment milestones.

e Greet visitors and guests.

e Answers primary office phone, routing calls as needed.

e Maintains phone system and updates general phone voicemail message.

e Interacts with applicants, grantees, program participants, donors and prospective
donors, the public, vendors, others in the community, and others in the organization
and department, in person or via telephone or email.

e Assists with special projects as needed.
Organization integration

e Embraces and uses organization’s technology tools and systems to further goals of
information transparency and operational efficiency.

e Collaborates with IT and other function areas to identify systems and training needs.
Diversity, equity, inclusion, and access

e Maintain and grow personal intercultural competence. Continue to develop
intercultural competency and seek opportunities for all staff to continue to make
change together.

Organizational culture



Work collaboratively across the organization--communicating courteously and
professionally and maintaining working relationships with others.

Lead staff meeting at least once annually.

Represent the organization nationally, regionally, and locally, in the community, with
funders and stakeholders, as applicable.

Core Competencies and Commitments

Adaptability: willingness to embrace change, test innovative ideas, and learn new ways
of working.

Collaboration: eagerness to share resources and work with others toward
organizational goals.

Fluency with technology: understanding that much of our work occurs in digital
systems, which require ongoing learning.

Our values and mission: understand and embrace our values and missions, particularly
how they reflect our commitment to equity, diversity, inclusion, and accessibility.

Sharing power/takes on leadership and followership roles.

Technical Competencies

Ability to effectively organize time, anticipate, plan, and manage multiple priorities
with deadlines.

Problem-solving skills and ability to work within creative constraints.

Project management skills.

Ability to build and maintain relationships with staff, vendors, property managers, etc.
Ability to work both independently and collaborate as a part of a team.

Ability to conduct research, organize information, analyze results, and make
recommendations.

Ability to maintain the highest confidentiality when dealing with sensitive or
confidential information.

Ability to pay attention to detail and to big picture.

Knowledge of and ability to operate standard office hardware and software.

Physical and Mental Requirements

Physical effort is light, with lifting or carrying limited to 25 pounds intermittently. Work
includes making presentations in front of groups. There is pressure associated with project or



activity deadlines. Work will require extended use of a computer keyboard and monitor. Work
is performed in a fast-paced environment, where interruptions are frequent. All requirements
are subject to modification to accommodate individuals with disabilities.

Working Conditions

Work is primarily in a group office environment.

'This document does not create an employment contract, implied or otherwise, other than an
"at will" employment relationship. The department head and senior management retain the
discretion to add duties or change the duties of this position at any time.



