
 

 

Learning Studio Opportunity:       Administrative Assistant   

 

Our Collective Vision  

To inspire greatness to our clients we need to be great ourselves. Our collective inspiration comes from a 

drive to be autonomous, achieve mastery, and have a purpose. Our approach fosters deep understanding of 

education and learning. Top-notch talent, like yourself, has a penchant to be a leader. Your keen sense of 

accuracy and efficiency allows you to lead administrative support to the Learning Studios. With a high sense 

of urgency, you execute multiple support functions, requiring you to manage concurrent projects with time-

sensitivity under pressure. Our commitment to greatness starts with you. Grow the Individual, Grow the Team, 

Grow the Firm! 

Why You’re Here 

1. Minimum high school diploma; GED; or completion of one year of college or technical school. 

2. Minimum 2 years of professional experience specific to this role.  Professional experience in a 

design firm preferred. 

3. Proficiency in Microsoft Office software, specifically Microsoft Word and Excel. 

4. Valid driver’s license, as it may be necessary to perform work-related assignments outside the office. 

5. Active participation in the community. 

6. You have documentation that allows you to work in the United States of America. 

7. You have met required background check standards. 

Who You Are 

1. Creative mind, positive attitude, accountable, thorough, results oriented, excellent communicator 

and relational skills. 

2. Exceptional drive, commitment, initiative, strong time manager/multi-tasking, able to problem solve 

independently. 

3. Sets an example of leadership and teaming through a spirit of cooperation. 

4. Professional appearance and demeanor. 

What You Do 

1. A Leader  

a. Primary contact to Learning Studio team members for administrative needs. 

b. Responding to requests from clients for assistance or information. 

2. A Coach 

a. Mentors less experienced Administrative and Learning Studio team members. 

3. An Administrator 

a. Preparing and revising AIA contract documents. 

b. Creating and maintaining complex spreadsheets and text documents. 

c. Typing, editing and proofreading correspondence and other documents.  

d. Preparing and revising project specifications. 

e. Logging, tracking and processing shop drawings and markups; preparing meeting notes; 

coordinating messenger deliveries; operating office equipment; making travel 

arrangements; coordinating rental cars; dropping off mail outside the office; and 

performing other duties as assigned. 

f. The ability to sit and work at a computer workstation for extended periods of time. 

g. Visual acuity and the ability to accurately review and input alphanumeric data. 

h. Ability to operate a wide range of office equipment, including telephone system, computer 

hardware and software, fax machine, large document copier, and photocopier. 

i. Ability to lift and place objects in overhead storage cabinets and move file boxes. 

j. Work overtime as requested. 

4. Reception Coverage 

a. Serve as backup to reception as required.  Ability to communicate using a telephone and 

greet and assist visitors. 

5. Office Appearance 

a. Assist in keeping the office appearance and kitchen area professional after events, 

including loading and unloading dishwasher. 

 

We may alter any or all of the above from time to time to further our desire to make you, our self and our 

clients great! 


