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Position Title: Executive Assistant 

Reports To: President and CEO of Youth UpRising  

Compensation: Full-time, Commensurate with experience. Full benefits.  

About Youth UpRising 

Youth UpRising (YU) exists to build healthy, economically robust communities in East Oakland and 
the surrounding county by harnessing the leadership of young people, improving the systems that 
most impact their lives and advancing community development.  

Since opening in 2005, YU has emerged as East Oakland's leading community transformation 
engine, praised as a national model by Attorney General Eric Holder in 2010. Housed in what was 
once an abandoned supermarket, YU is now a 25,000 square-foot state-of-the-art community 
transformation center annually serving about 3,000 unduplicated Alameda County youth, ages 13-24. 
With a campus that includes an onsite health clinic, an internet café and a multimedia center, YU 
offers core programming in four areas: Career and education, health and wellness, civic engagement, 
and art and expression. YU also operates a social enterprise hub that creates jobs and provides 
industry-specific training in high-growth sectors that facilitate a young person's transition into the 
workforce and postsecondary education.  

While YU's mission is to cultivate community transformation, East Oakland is at the epicenter of 
the violence and poverty shaping the poor outcomes and disparaging perceptions plaguing Oakland 
and Alameda County. Yet Youth UpRising's work is grounded in the belief that by providing 
comprehensive services and supports for the community's most at-risk young people and engaging 
them as partners in improving the community, we can create healthy eco-systems that can change 
the place without displacing the people.  
 
For more information about Youth UpRising go to: www.youthuprising.org 

The Opportunity 

Youth UpRising offers the successful Executive Assistant an opportunity to join a dynamic 
constellation of organizations with a compelling mission and a successful track record of attracting, 
engaging and serving a high-risk population in strategies for personal, professional and community 
transformation.  

The winning candidate will find in founding President and CEO, Olis Simmons a visionary leader 
and a strategist committed to creating results that will transform the life experience of youth and 
their communities.  In joining YU staff, the Executive Assistant will become part of a high-
performing, warm, diverse team that includes people indigenous to the community, those who are 
deeply committed to social change, and youth within our target population who help keep the 
organization attuned to the current realities of youth culture.   

The new Executive Assistant will be positioned for significant success and ongoing professional 
growth, as YU develops and strengthens the programs and practices that position us to become a 
national leader in youth leadership development and urban community transformation.   

Executive Assistant - Position Summary  

Youth UpRising and seeks a seasoned, thoughtful, articulate, high-energy and detail-oriented 
individual to provide administrative and advisory support to the President and CEO.  The Executive 
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Assistant will (1) manage the office of the President and CEO of YU, including calendar, database, 
records and events, (2) serve as an administrative liaison between the President and CEO and others 
within and outside the organization, as well as (3) undertake other duties as needed and required. 

The Executive Assistant reports to the President and CEO of YU, and works as part of a passionate 
and strategic team. The successful candidate will be highly competent and self-motivated, with 
experience and skills in executive administration, impeccable ability to maintain confidentiality, and 
the ability to work effectively within a context that requires flexibility, a sense of humor and capacity 
to flourish in a fast-paced, deadline-driven environment.  This position requires someone whose 
passion for YU’s vision is matched with a personal commitment to excellence and the ability to 
work well with others to ensure the success of the organizations as a whole.  

Primary Responsibilities 

Administrative Support and Management 

 ADMINISTRATIVE SUPPORT - Provide administrative support for the Executive Office; 
handle complex calendaring/scheduling, travel arrangements, and coordination of events (e.g., 
research hotel and conference facilities; arrange banquets; manage printing and production of 
promotional materials; coordinate AV and all other needs with third parties.)  Manage the 
President and CEO’s calendar to ensure that it reflects their organizational priorities.    

 CONTACT DATABASE MANAGEMENT – Maintain the Executive Office contact database, 
identifying and correcting data inaccuracies, and running standard and ad hoc reports from 
existing databases.  Log communications, contact information, and follow-up requirements. 

 SYSTEMS, MATERIALS AND RECORDS - Ensure smooth functioning of the executive 
office.  Maintain stakeholder-related files, including confidential information and supplemental 
information files, program reports, organizational promotional materials and standard 
organizational information.  Coordinate administrative workflow and recommend new processes 
as needed.  

 FINANCES – Manage executive department expenditures and make recommendations to 
President and CEO.  Make purchases as approved by President and CEO.  Track and compile 
expense receipts and prepare monthly expense reports.   

 PERSONAL SUPPORT – Provide support for the personal administrative needs of the 
President and CEO as needed.   

 SPECIAL ASSIGNMENTS - Perform and/or manage special assignments for President and 
CEO which may require researching and collecting information needed to complete projects or 
reports; locating, analyzing and summarizing data to identify variances and provide 
recommendations; and producing reports requiring specialized content knowledge which may 
serve as the basis for significant decisions. 

 BOARD AND EXECUTIVE TEAM SUPPORT - Provide administrative support to the 
Executive Team, the Board of Directors of Youth UpRising, Castlemont Community 
Transformation Schools (CCTS) and Castlemont Renaissance (CR) including coordinating 
meetings, travel arrangements, preparing materials, taking and distributing meeting minutes.  

 EVENT COORDINATION – Partner with outside Stakeholders for the successful 
coordination of various events. 
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 GATE KEEPER – Act as the gate keeper of the President and CEO’s daily schedule and ensure 
appointments are kept and schedule flows accordingly. 

 BOARD LIAISON - Serve as administrative liaison between President and CEO and the Board 
of Directors of YU, CCTS and CR.  Appropriately refer substantive questions / key business 
issues to others and follow up to ensure resolution on behalf of the Board.  Assist Board 
Members in accessing information, addressing problems and complying with general policies 
and procedures.  Ensure Board of Directors’ collateral material is consistently updated, uploaded 
and available. 

Communications and Events 

 EXECUTIVE LIAISON - Serve as administrative liaison between President and CEO and 
others both within and outside the organization, including YU, CCTS and CR management. 
Appropriately refer substantive questions / key business issues to others and follow up to ensure 
resolution on behalf of President and CEO. Assess problems and develop solutions following 
general policies and procedures.  Delegate problems or requests to staff members for resolution 
as needed.  On own initiative and discretion and based on priorities, commitments and current 
projects, assess urgency/priorities, accept or decline appointments and meetings and/or arrange 
for representation by Management-level staff member.   

 STAKEHOLDER COMMUNICATIONS - Serve as representative of YU, CCTS and CR and a 
liaison to key external stakeholders, including current and potential funders, media 
representatives, program collaborators, community partners, school district staff and 
administrators, elected officials, county employees, youth, and neighborhood residents. Provide 
excellent communications; refer key persons to President and CEO, as appropriate.  

 WRITTEN COMMUNICATIONS - Assist in drafting, proofing and presentation of text for 
board reports, promotional materials, handouts, flyers, annual reports or other publications as 
needed.  

 INTEROFFICE COMMUNICATIONS - Use a variety of software to prepare and format 
interoffice communications, letters, reports, confidential documents, etc. Prepare presentations, 
collateral material, etc.  

 PRESENTATIONS AND EVENTS - Support effective events for stakeholder relations.  
Coordinate program staff to represent YU, CCTS and CR at such events as needed.  

Qualification and Competency Requirements 

Positional Competencies – required for our Executive Assistant 

 ADMINISTRATIVE EXPERIENCE – At least ten years of administrative experience, 
including at least two years managing the office of an executive.  Extensive knowledge of 
appropriate protocols for managing the phone, email, etc.  Strong proficiency with office 
equipment, including troubleshooting and training others. 

 EVENT and/or PROJECT MANAGEMENT EXPERIENCE – Demonstrated experience in 
event and/or project management. Ability to meet multiple deadlines. Experience developing or 
managing tracking systems. 
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 STRONG COMMUNICATION SKILLS – Exceptional written and oral communication skills 
including the demonstrated ability to research, assimilate and analyze information, compose 
documents, proofread, and present data in a clear and concise manner to various stakeholders 
including donors, members, staff and Board of Directors.  

 PROFICIENCY with PC platform and use of MS Word, Excel, PowerPoint.  Fluency with all 
Outlook calendaring and email functions.  Strong layout/presentation experience, including 
facility with Publisher.  Ability to create materials for presentations and handouts.   

 MATURITY, CONFIDENTIALITY, THOUGHTFULNESS, ATTENTION TO DETAIL, 
and HABITUAL FOLLOW THROUGH. 

 AVAILABILITY for occasional evening and weekend work. 

 BILINGUAL is a plus. 

Managerial Competencies – required at YU for those who manage others 

 LEADERSHIP - Visionary • Articulates goals and objectives and their value • Acts as a positive 
catalyst for change • Models desired behaviors • Able to inspire and organize others • Builds on 
strengths and facilitates growth in areas of weakness • Seeks input, assesses risks and makes 
decisions • Problem-solving approach to challenges •  

 PATIENCE - Able to maintain composure and endure under difficult circumstances • 
Compassionate, especially regarding long-term challenges • Able to withhold 
judgment/conclusion and take time to inquire into the causes of a situation • Able to manage 
expectations and measure success over the long-haul • 

 INSIGHT/DISCERNMENT - Able to acutely observe and insightfully perceive a situation 
and/or character • Emotionally intelligent and able to reflect on feelings, motives and needs • 
Demonstrates good instincts regarding long-term impact and implications • 

 PROFESSIONALISM - Adheres to the highest ethical and organizational standards • Best-
practice approach to work • Dependability, rooted in a reliable continuity of presence, principles 
and actions • Continuously seeks excellence in what we do and how we do it • 

 SENSE OF HUMOR - Able to be real • Able to see the lighter side of difficult situations • 
Ready to laugh • 

 MOTIVATIONAL POWER - Able to articulate goals, build excitement and motivate others to 
do their best • Able to move people beyond their comfort zone and inspire them to take 
strategic risks • Elicits other people’s realization of their maximum potential • Motivates people 
to be phenomenal team members • Instills a sense of ownership and investment in the larger 
vision • Delegates and builds the leadership of others • Inspires others to go ‘over and above’ 
and feel good about it • 

Core Competencies - required of all staff for successful performance at YU 

 HIGH PERFORMANCE - Strong work ethic • Results oriented • High energy • High integrity 
• Reliability • Committed to Excellence • Takes initiative and gets things done • Demonstrated 
success in an entrepreneurial setting, with the ability to think strategically while executing 
tactically within a resource-constrained environment.  
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 ORGANIZATIONAL SKILLS - Detail oriented • Tracks results • Demonstrates good work 
habits • Effectively uses their and other people’s time • Comes to tasks/meetings well prepared • 
Has basic computer skills • Develops efficient systems, processes and tools  

 FLEXIBILITY - Adapts to new information or circumstances • Willing to wear many ‘hats’ to 
get the job done • Creative in troubleshooting and finding solutions • Able to flourish in a fluid 
environment •  

 POSTITIVE ATTITUDE - Able to maintain composure, hope and a sense of humor amid 
challenges • Able to remain positive and see solutions among difficult issues • Stamina • Able to 
manage and diffuse stress • 

 SOCIAL SKILLS - Able to work with a wide variety of people • Able to communicate with 
respect and clarity • Open to different viewpoints • Able to disagree without animosity • Self-
aware • Compassionate • Collaborative • Able to give and receive candid feedback • A role 
model • 

 CRITICAL THINKING - Thinks interdependently, framing the goals of one 
department/project within the entire vision • Sees current issues and challenges within a broad 
framework • Makes decisions that have the greatest long and short term positive impact • Thinks 
‘outside the box’ – beyond given paradigms • Able to access resources (money, people) to 
advance solutions • Able to reflect on and improve both content and delivery • Open to 
developing awareness of the structural factors (socioeconomic context) impacting our 
communities. 

Start Date: Immediate Opportunity. Applications accepted until position is filled. 

Compensation: Competitive, commensurate with experience. Youth UpRising offers a competitive 
benefits package, which includes Medical, Dental, Vision, 401(k), PTO, Life Insurance and Flex 
Plans  

How to Apply: Email resume and cover letter with recent salaries and four professional references 
to talent@youthuprising.org and include "Executive Assistant" -- [Your Name]" in the subject line.  

 

Youth UpRising is an Equal Opportunity Employer. Youth UpRising strives to reflect the diverse community it 
serves. Applicants who contribute to this diversity are strongly encouraged to apply. 
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