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Position Description 
 

Position Title: Administrative Coordinator Direct Reports: None 
Department: Operations Classification: Salaried, Non-Exempt 

Location: Lansing, MI Approved Date:  

Reports To: Business Development & Operations Revision Date: January 2020 
 

 
Position Summary:  
The Administrative Coordinator is responsible for providing professional administrative support services to Michigan 
Public Power Agency (MPPA) and Michigan Municipal Electric Association (MMEA). The Position is responsible for 
general office administration and operation; meeting organization, scheduling and minute taking, maintaining and 
organizing documentation, offsite event venue selection and setup, human resource system administration and the 
primary interface for external entities communicating with the office and its staff, and other duties as assigned.  
The Administrative Coordinator must be a self-starter, comfortable working in a fast-paced environment, possess 
excellent communication, organization and interpersonal skills. The Administrative Coordinator must be well-versed in 
common office software and operating systems, including Microsoft Office Suite and Windows operating system. 
 
The Position reports to Business Development & Operations. 
 
Organizational Values: 

1. Belief in public ownership of utilities 
2. Honesty and integrity 
3. Professionalism 
4. Cooperation/dedication to the common good 
5. Commitment to service 
6. Maintaining a culture of regulatory excellence 

 
Essential Responsibilities: 

1. Coordinate and oversee office operations, including inventory and ordering of supplies, and standard clerical 
duties such as creating and reformatting spreadsheets or Word documents, managing mass physical mailings, 
taking meeting minutes, preparation and delivery of Board Member packets, maintaining files and email lists, 
copying, collating, etc. 

2. Primary interface for inbound and outbound communications for internal staff and external parties, including 
email correspondence for executives as needed. 

3. Identify, evaluate and schedule venues for special meetings and/or events. 
4. Assist with planning, organization, and execution of events and meetings, both internal and external, including 

logistics, agendas, activities, A/V technology needs, and related communications. 
5. Prepare for hosted meetings by ensuring office environment is setup for the users (adequate seating, audio / 

visual equipment is operable, adequate refreshments and or meals are available) ,  
6. Ensure meeting and special event minutes are recorded when required including preparation of follow up 

documentation. 
7. Maintain an organized filing system of paper and electronic documentation. 
8. Ensure the general office space and all common areas are maintained in a professional manner. 
9. Support executives with schedule and travel planning. 
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Qualifications: 
1. Proficient computer skills, including Microsoft Office Suite (Outlook, Word, PowerPoint, and Excel) 
2. Intermediate excel skills, familiarity with mail merge, and experience taking formal board minutes a plus. 
3. Excellent Outlook skills, including calendar, email contact lists, and task management. 
4. Excellent written and verbal communication skills. 
5. Excellent time management and prioritization skills 
6. Strong organizational, project management and problem-solving skills with impeccable multi-tasking abilities. 
7. Able to travel overnight a minimum of two times per year, for as many as three nights at a time. 

 
Education & Experience: 

1. Associates degree plus at least two years of experience in office administration. 
2. GED plus four to six years of experience in office administration.  

 
Supervision Received: 
General Direction; plans and arranges own work with direction and input from the Business Operations Manager. Uses a 
wide range of procedures to accomplish assigned objectives.  
 
Supervisory Responsibilities: 
No supervisory responsibilities. 
 
 
Other Knowledge, Skills & Abilities: 
 
Core Competencies: 

1. Energetic: Force or stamina one brings to the position. 
2. Organized: Ability to be structured and methodical in working skills, balancing multiple projects and prioritizing. 
3. Written Communication: Ability to write letters, reports, articles and e-mails using clear and concise vocabulary, 

style, grammar, and punctuation. 
4. Detail Oriented: Meticulous attention to all aspects of a situation or task and ensures accuracy in documentation 

and data.  
5. Self Motivated: Ability to reach a goal or perform a task with little supervision or direction. 

 
 

 Average Daily Physical Requirements None 
Less than 
2 hours 2 to 5 hours 

More than 
5 hours 

Work in stationary position    X 
Move about work area  X   
Use hands/fingers to handle or feel    X 
Reach with hands and arms X    
Ascend/Descend (stairs/ladder/etc.)  X   
Bend, stoop, kneel, crouch, or crawl  X   
Communicate with various parties    X 
Detect flavors or smells X    
Move containers up to 30 pounds  X   
Visual acuity    X 
Read and understand written word    X 
Drive/Travel X    
Operate computer and general office machines    X 
Operate Machines: Material Handling Equipment X    
Other: X    
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 Average Daily Environmental Conditions None 
Less than 
2 hours 

2 to 5 
hours 

More than 
5 hours 

Normal office environment: No exposure to 
extreme heat, cold, noise or chemicals or 
hazardous equipment.     X 
Plant environment: Exposure to dust, oil, various 
chemicals, and extreme noise. X    
Warehouse environment: Exposure to extreme 
temperatures, noise, hazardous equipment, and 
fumes from trucks. X    
Travel: Limited exposure to outside elements.   X    
Other:   X    

 
 
This job description does not list all duties of the job. Employees may be asked by management to perform other duties 
as needed. The Company reserves the right to revise this job description at any time. This job description is not a 
contract for employment and does not infringe upon the Company’s at will employment status. 
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