
HACU 

Job Description 
 

Job Title:  Administrative Assistant 

Department:  HACU National Internship Program (HNIP) - Washington, DC 

Reports To:  HNIP Executive Director 

FLSA Status:  Non-Exempt 

Approved Date:  4/18/2016 

Salary Range:  $35,000 – $40,000 
  

SUMMARY  
 

The Administrative Assistant is the first line of response to prospective internship applicants and 

universities inquiring about our program. He/she works with Program Managers to monitor and 

improve the quality of the student applicant pool.  He/she answers or directs phone calls to other 

support-level or senior staff, greets visitors, performs duties such as: financial record keeping, 

provides assistance in the setup of the intern payroll, obtains supplies, assists in coordinating 

direct mailings, and working on special projects. Also, he/she provides support and assistance to 

HNIP in a variety of other areas: recruitment, application processing, external communication, 

event planning, and/or securing housing for interns. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following: 

 Organizes and prioritizes large volumes of correspondence.  Takes messages or 

fields/answers all routine and non-routine questions.  Works in cooperation with other 

support-level staff to cover phones.  Handles confidential and non-routine information 

and explains policies when necessary.  

 

 Monitors HNIP student internship applications for each session, sends application 

completion reminders via email and social media, and organizes call lists for in-demand 

majors. 

 

 Sorts and distributes mail.  Responds to regularly occurring requests for information.    

Assists in coordinating direct mail campaigns to university campuses and partner 

organizations.  Updates mailing lists. 

 

 Types and designs general correspondences to prospective and current interns, university 

faculty and administrators, partner organizations, and subcontractors.  Produces memos, 

expense reports, and charts, tables, and graphs for cost analysis and requests for 

proposals, etc. Proofreads copy for spelling, grammar and layout, making appropriate 

changes. Responsible for accuracy and clarity of final copy.  Posts copy on web, social 

media, and other media outlets.  

 



 Liaises with HACU HQ HR in San Antonio to maintain applicable files, forms, and 

employee handbooks outlining and explaining office procedures for implementation and 

easy accessibility to HNIP staff.   

 

 Monitors inventory and oversees recording of HNIP department office supplies and 

equipment. Responsible for obtaining proper bids when necessary, ordering & payment, 

submitting Requisitions/Purchase Orders to HACU HQ and subcontractors, and 

maintaining check request logs and expense reports. 

 Liaises with IT and contractors to ensure proper operation and maintenance of office 

equipment. 

 

 

SUPERVISORY RESPONSIBILITIES  

Very little; however, some oversight of seasonal program assistant may be required for 

internship application processing and special projects. 

 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 

ability required. Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 

EDUCATION and/or EXPERIENCE  

Bachelor's degree (BA/BS) in business, communication, marketing, or English preferred; or 

associates degree with at least 3 years of related experience and/or training. 

 

LANGUAGE SKILLS  
 

Ability to read, analyze, and interpret common business contracts, financial reports, and legal 

documents with the utmost attention to detail.  Ability to respond to common inquiries or 

complaints from federal agencies, interns and subcontractors.  Ability to effectively present 

information to senior staff, educational institutions, and/or corporate and public groups.  Spanish 

language proficiency highly desired, but not required. 

 

MATHEMATICAL SKILLS  
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 

common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and 

interpret bar graphs. 

 

 

 

REASONING ABILITY  



Ability to define problems, collect data, establish facts and draw valid conclusions.  Ability to 

deal with problems involving a few concrete variables in standardized situations. 

OTHER QUALIFICATIONS 

Excellent speaking, writing, and editing skills.  Strong knowledge of the MS Office Suite and 

database applications, some HTML and content management systems management experience, 

and usage of social media tools.  Must be able to work independently in a fast paced environment 

and take ownership of their tasks and responsibilities.  Ability to multitask and prioritize.  Must 

be able to travel.  Must have a valid driver’s license.   

PHYSICAL DEMANDS The physical demands described here are representative of those that 

must be met by an employee to successfully perform the essential functions of this job. 

Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

WORK ENVIRONMENT The noise level in the work environment is usually quiet. Work 

usually takes place in clean, pleasant, and comfortable office settings.  Employee will work a 

standard of 40 hours a week; however, longer hours may be necessary at times.  Conferences and 

events may take place in hotel and/or convention center settings, and require longer hours of 

work on constantly changing schedule, including work on weekends and evenings.  The work 

environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job. Reasonable accommodations may be made 

to enable individuals with disabilities to perform the essential functions. 

 


