
 

Administrative Coordinator (Admissions & Operations Support) 

Summary 

The Administrative Coordinator serves as a central coordination point within OIC Philadelphia, 

supporting the execution of admissions, administrative, and cross-functional organizational 

workflows. 

This role is responsible for ensuring that day-to-day activities across admissions, executive 

support, and internal operations are organized, responsive, and aligned with organizational 

priorities. The Administrative Coordinator works across departments—including Admissions, 

Finance, Human Resources, and IT—to move work forward efficiently and ensure strong 

communication and follow-through. 

This is a high-accountability, execution-focused role. It does not own office operations, vendor 

management, or systems infrastructure, but instead ensures that processes are carried out 

effectively within established systems and protocols. 

This position reports to the Director of Admissions and works closely with the executive team 

and cross-functional staff. 

 

Duties and Responsibilities 

Admissions & Front Desk Coordination 

●​ Serve as the first point of contact for all visitors, applicants, and partners, ensuring a 

professional, welcoming, and organized front-facing environment that reflects OIC’s 

mission and standards 

●​ Manage the daily operations of the admissions desk, including greeting individuals, 

triaging inquiries, and directing traffic appropriately 

●​ Coordinate the full admissions workflow by supporting prospective participants through 

each stage, including initial inquiry, application completion, assessment scheduling, 

interview coordination, and onboarding preparation 

●​ Maintain clear, consistent communication with applicants, ensuring timely follow-up 

and support throughout the admissions process 

●​ Manage and maintain the admissions calendar, ensuring alignment across staff, 

availability of resources, and efficient scheduling of appointments and assessments 



●​ Support outreach and recruitment activities by preparing materials, tracking 

engagement, and participating in community events, job fairs, and information sessions 

as needed 

Data Management & Reporting 

●​ Maintain accurate, complete, and up-to-date applicant records, ensuring all required 

documentation is properly collected, entered, and stored in organizational systems such 

as Salesforce 

●​ Monitor data quality and consistency across admissions records, identifying and 

correcting discrepancies in a timely manner 

●​ Generate regular reports on admissions activity, including applicant flow, enrollment 

trends, outreach outcomes, and conversion rates 

●​ Support leadership and admissions staff by providing data insights that inform 

decision-making and improve recruitment and enrollment strategies 

●​ Ensure strict confidentiality and compliance in handling sensitive applicant and 

organizational data 

Finance & Procurement Support 

●​ Support administrative aspects of financial processes, including collecting 

documentation, preparing submissions, and tracking status of invoices and expenses 

●​ Ensure all documentation is complete and aligned with organizational policies prior to 

submission to the Finance team 

●​ Maintain organized records to support audits, reporting, and compliance requirements 

●​ Coordinate with Finance staff to ensure timely processing and resolution of issues 

This role does not have spending authority or responsibility for financial decision-making. 

HR & Talent Coordination 

●​ Support onboarding processes for new employees, including preparation of materials, 

scheduling of orientation activities, and coordination of system access 

●​ Assist in maintaining accurate employee records and documentation in compliance with 

organizational policies 

●​ Coordinate interview scheduling and candidate communications during hiring processes 

●​ Support HR-related tracking, including required trainings, documentation compliance, 

and staff communications 



IT & Systems Coordination 

●​ Coordinate new user setup, including account requests and equipment distribution, 

following established processes 

●​ Submit and track IT support requests and ensure timely follow-up 

●​ Maintain organized records of system access and equipment assignments 

●​ Escalate technical issues as appropriate; this role does not manage IT systems or 

vendors 

Office Operations & Event Support 

●​ Support daily office operations by executing administrative processes established by the 

Office Manager 

●​ Assist with tracking office supply levels and internal needs; escalate purchasing and 

vendor coordination to the Office Manager 

●​ Manage incoming mail and deliveries and ensure proper internal distribution 

●​ Support logistical setup for meetings, trainings, and internal events (e.g., room setup, 

materials preparation) 

This role does not own facilities, vendor relationships, or office operations systems. 

Event & Program Support 

●​ Provide logistical and administrative support for organizational events, including 

graduations, partner events, and community activities 

●​ Assist with coordination of materials, participant communication, and on-site support 

●​ Execute event-related tasks under the direction of program staff or the Office Manager 

 
Required Skills 

●​ Strong organizational and time management skills with the ability to manage multiple 

priorities simultaneously 

●​ High attention to detail and accuracy in data entry, documentation, and reporting 

●​ Excellent written and verbal communication skills 

●​ Ability to work both independently and collaboratively in a fast-paced environment 

●​ Demonstrated ability to maintain confidentiality and handle sensitive information with 

discretion 



●​ Strong problem-solving skills and ability to adapt to changing priorities 

●​ Proficiency in Microsoft Office and database systems (Salesforce preferred) 
 

 

Required Education/Experience 

●​ Associate degree or equivalent combination of education and relevant experience 

●​ 3–5 years of administrative, operations, or coordination experience in a professional 

environment 

●​ Experience working in customer-facing roles, preferably within nonprofit, workforce 

development, or social services settings 

●​ Familiarity with data management systems such as CRM or LMS platforms (Salesforce 

preferred) 

●​ Knowledge of community resources and experience working with diverse or 

underserved populations is a plus 

●​ Ability to travel locally as needed for events and outreach activities 

 

Benefits 

OIC Philadelphia offers a collaborative, mission-driven work environment where staff play a 

direct role in advancing economic opportunity in the community. We provide competitive 

compensation, a comprehensive benefits package, and opportunities for professional growth 

and development. 

Work Conditions 
This position is primarily based on-site at OIC Philadelphia and requires daily in-office presence 

to support admissions and operational activities. This role may also require participation in 

events or meetings outside of standard business hours. 

Disclaimer 

This job description is intended to describe the general nature and level of work performed. It is 

not an exhaustive list of all responsibilities. Duties may be modified as needed to meet 

organizational priorities. 

Equal Opportunity Employer 

OIC Philadelphia is an equal opportunity employer and is committed to creating an inclusive 

workplace for all employees. 
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