POSITION ANNOUNCEMENT
POSITION: Administrative Coordinator,
HFE Programs

OPEN:

Immediately

LOCATION: Phoenix, AZ

CLOSE: Until filled

CONTACT: Vice President,
Housing and Financial Empowerment

SALARY: Commensurate with experience

BACKGROUND
UnidosUS, previously known as NCLR (National Council of La Raza), is the nation’s largest
Hispanic civil rights and advocacy organization. Through its unique combination of expert
research, advocacy, programs, and an Affiliate Network of nearly 300 community-based
organizations across the United States and Puerto Rico, UnidosUS simultaneously challenges
the social, economic, and political barriers that affect Latinos at the national and local levels.
For more than 50 years, UnidosUS has united communities and different groups seeking
common ground through collaboration, and that share a desire to make our community
stronger. For more information on UnidosUS, visit www.unidosus.org or follow us on Facebook,
Instagram, and Twitter.
SUMMARY
UnidosUS is searching for a detail-oriented Administrative Coordinator to work as an integral
member of the Housing and Financial Empowerment team. The Administrative Coordinator will
support essential operations of all the programs in the Housing and Financial Empowerment
component. As the volume of work in each of these four areas grows over the next few years,
we are seeking a team member who will attend to the administrative functions that will make
the work efficient and effective.
This entry-level position is ideal for a person beginning a career in nonprofit work, or someone
hoping to apply administrative skills and background to a new team environment. This position
is based in Phoenix, AZ, and the person in this role will be expected to work from UnidosUS’
downtown office. This position will be accountable to several managers, conducting work
integral to the success of different teams.

A successful candidate in this position will bring experience in office administration, a positive
attitude, and an excitement for being a part of a team that will be scaling its programs to
support Latino families in housing and financial empowerment.
RESPONSIBILITIES
• Contribute to the efficiency of the department by organizing and processing the
contracts in place with its many community partners.
• Deploy the department’s resources quickly and effectively by processing and organizing
payments of all invoices for vendors and consultants and against all contracts with
community partners.
• Support the managers’ analysis of the department’s work by regularly compiling
information from different sources and populating them into reports used by managers
and other organization leadership.
• Support UnidosUS’s Phoenix field office by maintaining inventories of supplies and
materials and managing vendor relationships.
• Support specific projects of the department with different tasks, including processing
mailings of materials and organizing documents for audits and compliance purposes.
• Compile a catalog of bugs and errors in our databases as they arise and are reported to
us by our partners and take action to ensure that appropriate team members address
them.
• Provide customer service to participants in our training program and users of our
platforms through password resets and by addressing immediate concerns and
problems.
QUALIFICATIONS & REQUIREMENTS
Education & Experience
• Bachelor’s degree in Business Administration, Education, Community Development,
or equivalent in education and experience.
• One (1) to two (2) years of previous office administration experience required.
Skills and Abilities
• Steadfast commitment to UnidosUS mission, vision, and values (Excellence,
Accountability, Respeto).
• Commitment to U.S. Latino community, Latino nonprofit organizations, and the
Latino market.
• Demonstrated experience working in nonprofits, community-based organizations,
and diverse communities.
• Strong verbal and written communication skills.
• Proven ability to handle multiple activities and meet deadlines.
• Ability to understand and follow written and verbal instructions.
• Ability to work independently and as a member of different teams.
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Acute attention to detail.
Intermediate level expertise in Excel, Word, Teams/Zoom, and Office 365/SharePoint.
Ability to pick up on concepts quickly and exercise appropriate judgement.
Bilingual (English/Spanish) skills a plus.

Employment with UnidosUS is contingent upon successful completion of a background screen.
Please note: Only those applicants who submit a cover letter and résumé will be considered for
this opportunity.
SEND COVER LETTER AND RÉSUMÉ TO:
UnidosUS
hrmail@unidosus.org
Subject Line: Administrative Coordinator
Attn: Vice President, Housing and Financial Empowerment
No phone calls please!
EQUAL OPPORTUNITY EMPLOYER. All qualified applicants will receive consideration without
regard to race, color, national origin, marital status, religion, gender, age, disability, sexual
orientation, gender identity or expression, personal appearance, family responsibilities, political
affiliation, or enrollment in a college, university, technical school, or adult education.
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