
Position Focus: 

Reporting to the Director, the temporary Administrative Assistant provides strong administrative 
support to the New Haven Hiring Initiative. Coordinates logistics for virtual and in-person meetings 

and may participate in recruitment events, such as networking events, meet & greets, etc. Serves as 

liaison and source of information to staff and Yale leadership on NHHI-related topics. Efficiently and 

professionally completes administrative tasks as assigned including but not limited to preparing 
agendas, marketing materials, drafting minutes, and editing and proofreading correspondence, 

ensuring grammatical and factual accuracy. This position handles highly sensitive and confidential 

information and requires regular interaction with other offices within the University.  

Principal Responsibilities: 
1.  Serves as a source of information to students, staff, faculty, and clients on policies, 

procedures, and office activities.   

2 .   Gathers, compiles, and records financial data. Creates reports and summarizes findings.  

3.  Monitors expenditures and reconciles office financial statements.   
4.  Coordinates travel arrangements and processes expenses.   

5 .   Establishes and maintains electronic filing systems.  

6.  Office contact for campus mail. 

7.  Orders and maintains an inventory of supplies.   
8.  Assists in the creation and maintenance of licensing materials. 

9.  Manages invoicing and collection of payments to and from licensees. 

10.  Ensures all financial transactions are processed and categorized correctly with Treasury.  

11.  Collects and monitors all social compliance/insurance certificates from licensees.  
12.  May perform other duties as assigned. 

 

 

Required Education and Experience: 

Four years of related work experience, two of them in the same job family at the next lower 

level, and a high school level education; or two years of related work experience and an 
Associates’ degree; or an equivalent combination of experience and education. 

 

Required Skills and Abilities: 

1. Strong customer service orientation and interpersonal skills, displaying a positive demeanor. 
Ability to handle confidential information and issues with integrity and trustworthiness. 

Ability to work in a team environment. 

2. Demonstrated ability to anticipate problems and utilize independent judgment to prioritize, 

manage and monitor various ongoing tasks and recruitment projects. Ability to respond to 
issues and requests independently. 

3. Demonstrated ability to compose and prepare communications; format, proofread and edit 

correspondence, advertisements, reports, and presentations that are sensitive/confidential. 

Review outgoing material for accuracy (spelling and grammar) and completeness. Must have 
strong attention to detail skills. 

4. Demonstrated ability to prepare presentations and spreadsheets. 

5. Strong computer skills and proficiency in Word, Excel, PowerPoint, and Outlook, 

demonstrated ability and willingness to learn new technologies. Excellent verbal and written 
communication skills. Ability to multitask in a high-volume environment with frequent 

interruptions. 

Preferred Education, Experience, and Skills:  

1. Bachelor's degree. 2. Knowledge of the University organization. 3. Knowledge or experience with 
Kenexa Brass Ring recruiting software, Microsoft Teams, Zoom, BOX, In Design, and Prezi. 5. 

Ability to work flexible schedule (occasional evening event). 
 

 


