Administrative Coordinator Department
Organizational Structure, Staff & Job Descriptions
The Administrative Coordinator is responsible for managing the day-to-day administrative operations of UnityReach Global. This department ensures efficient office operations, document management, meeting coordination, recordkeeping, correspondence, scheduling, and administrative support for all departments.
The Administrative Coordinator serves as the central administrative hub of the organization, supporting executive leadership, department directors, volunteers, and partners while ensuring organizational records are accurate, secure, and accessible.

Organizational Structure
Executive Director
        │
Deputy Executive Director
        │
Administrative Coordinator
        │
──────────────────────────────────────────────
Deputy Administrative Coordinator
Executive Administrative Assistant
Office Manager
Reception & Guest Services Manager
Records & Document Management Manager
Board & Committee Coordinator
Meeting & Event Coordinator
Human Resources Administrator
Volunteer Administration Manager
Travel & Scheduling Coordinator
Procurement Administration Coordinator
Data Management & CRM Coordinator
Information Technology Support Coordinator
Compliance & Policy Administrator
Office Supply & Facilities Coordinator
Mailroom & Courier Coordinator
Administrative Assistants

1. Administrative Coordinator
Reports To: Deputy Executive Director
Position Summary
Provides leadership for all administrative operations, ensuring that organizational systems, records, meetings, communications, and office functions operate efficiently while supporting every department within UnityReach Global.
Responsibilities
· Lead the Administrative Department. 
· Develop administrative policies and procedures. 
· Coordinate executive schedules. 
· Oversee organizational documentation. 
· Maintain official organizational records. 
· Coordinate Board and committee meetings. 
· Supervise administrative staff. 
· Support all department directors. 
· Ensure compliance with recordkeeping policies. 
· Prepare administrative reports. 
Daily Tasks
· Review department schedules. 
· Coordinate meetings. 
· Respond to correspondence. 
· Monitor office operations. 
· Supervise administrative staff. 
· Review reports and documentation. 
· Support executive leadership. 

2. Deputy Administrative Coordinator
Reports To: Administrative Coordinator
Responsibilities
· Assist with department management. 
· Coordinate daily office operations. 
· Supervise administrative staff. 
· Prepare administrative reports. 
· Act in the Coordinator's absence. 

3. Executive Administrative Assistant
Responsibilities
· Support Executive Director. 
· Manage executive calendar. 
· Schedule meetings. 
· Prepare presentations. 
· Coordinate travel. 
· Handle confidential correspondence. 

4. Office Manager
Responsibilities
· Supervise office operations. 
· Coordinate office staff. 
· Maintain office procedures. 
· Monitor office equipment. 
· Ensure efficient workflow. 

Office Assistants
Responsibilities
· Prepare documents. 
· File records. 
· Answer phones. 
· Assist visitors. 
· Support office activities. 

5. Reception & Guest Services Manager
Responsibilities
· Welcome visitors. 
· Coordinate guest check-in. 
· Answer phone calls. 
· Manage reception desk. 
· Direct visitors. 
· Maintain visitor records. 

Receptionists
Responsibilities
· Greet guests. 
· Answer inquiries. 
· Schedule appointments. 
· Maintain visitor logs. 

6. Records & Document Management Manager
Responsibilities
· Maintain organizational files. 
· Manage digital records. 
· Protect confidential information. 
· Archive documents. 
· Maintain document retention schedules. 

Records Specialists
Responsibilities
· Organize files. 
· Scan documents. 
· Maintain electronic records. 
· Retrieve requested files. 

7. Board & Committee Coordinator
Responsibilities
· Schedule Board meetings. 
· Prepare agendas. 
· Record meeting minutes. 
· Track Board actions. 
· Maintain governance records. 

Board Secretary Assistants
Responsibilities
· Prepare Board packets. 
· Maintain attendance records. 
· Distribute meeting materials. 

8. Meeting & Event Coordinator
Responsibilities
· Coordinate internal meetings. 
· Schedule conference rooms. 
· Organize leadership retreats. 
· Coordinate special events. 
· Arrange meeting logistics. 

Event Assistants
Responsibilities
· Prepare meeting rooms. 
· Register attendees. 
· Coordinate catering. 
· Support event setup. 

9. Human Resources Administrator
Responsibilities
· Maintain personnel records. 
· Process onboarding documents. 
· Coordinate background checks. 
· Track training. 
· Maintain HR files. 

HR Assistants
Responsibilities
· Process employee files. 
· Schedule interviews. 
· Prepare onboarding packets. 
· Maintain personnel records. 

10. Volunteer Administration Manager
Responsibilities
· Maintain volunteer records. 
· Coordinate administrative support. 
· Process volunteer documentation. 
· Track volunteer files. 
· Support Volunteer Director. 

11. Travel & Scheduling Coordinator
Responsibilities
· Schedule leadership travel. 
· Coordinate itineraries. 
· Book hotels. 
· Maintain travel records. 
· Coordinate transportation schedules. 

12. Procurement Administration Coordinator
Responsibilities
· Prepare purchase requests. 
· Maintain procurement records. 
· Coordinate vendor documentation. 
· Track purchase approvals. 
· Support Finance Department. 

13. Data Management & CRM Coordinator
Responsibilities
· Maintain CRM database. 
· Update contact records. 
· Prepare reports. 
· Maintain data accuracy. 
· Support fundraising systems. 

Data Entry Specialists
Responsibilities
· Enter organizational data. 
· Verify records. 
· Maintain databases. 
· Generate reports. 

14. Information Technology Support Coordinator
Responsibilities
· Support office technology. 
· Maintain office computers. 
· Coordinate software updates. 
· Troubleshoot technical issues. 
· Support administrative systems. 

IT Support Specialists
Responsibilities
· Install equipment. 
· Resolve technical issues. 
· Maintain hardware. 
· Support users. 

15. Compliance & Policy Administrator
Responsibilities
· Maintain policy manuals. 
· Monitor policy compliance. 
· Update procedures. 
· Coordinate policy reviews. 
· Maintain compliance documentation. 

16. Office Supply & Facilities Coordinator
Responsibilities
· Order office supplies. 
· Maintain inventory. 
· Coordinate facility maintenance. 
· Monitor office equipment. 
· Support office operations. 

Facilities Assistants
Responsibilities
· Maintain office organization. 
· Support office setup. 
· Monitor supply inventory. 

17. Mailroom & Courier Coordinator
Responsibilities
· Process incoming mail. 
· Coordinate outgoing shipments. 
· Track deliveries. 
· Manage courier services. 
· Maintain mailing records. 

Mailroom Assistants
Responsibilities
· Sort mail. 
· Prepare shipments. 
· Deliver internal correspondence. 

18. Administrative Assistants
Responsibilities
· Support department directors. 
· Prepare reports. 
· Schedule meetings. 
· Maintain files. 
· Process correspondence. 
· Answer department inquiries. 

Administrative Department KPIs
The Administrative Department will measure success by:
· Timely processing of administrative requests. 
· Accurate document management. 
· On-time meeting scheduling and minutes. 
· High accuracy in organizational records. 
· Timely onboarding of staff and volunteers. 
· Efficient executive calendar management. 
· Office supply availability. 
· Timely travel coordination. 
· CRM data accuracy above 99%. 
· Compliance with document retention policies. 
· Positive staff satisfaction with administrative support. 
· Timely completion of Board and committee documentation. 

Recommended Administrative Team (100–200 Volunteer Mission)
	Position
	Recommended Number

	Administrative Coordinator
	1

	Deputy Administrative Coordinator
	1

	Executive Administrative Assistant
	1

	Office Manager
	1

	Office Assistants
	3

	Reception & Guest Services Manager
	1

	Receptionists
	2

	Records & Document Management Manager
	1

	Records Specialists
	2

	Board & Committee Coordinator
	1

	Board Secretary Assistants
	2

	Meeting & Event Coordinator
	1

	Event Assistants
	3

	Human Resources Administrator
	1

	HR Assistants
	2

	Volunteer Administration Manager
	1

	Travel & Scheduling Coordinator
	1

	Procurement Administration Coordinator
	1

	Data Management & CRM Coordinator
	1

	Data Entry Specialists
	2

	Information Technology Support Coordinator
	1

	IT Support Specialists
	2

	Compliance & Policy Administrator
	1

	Office Supply & Facilities Coordinator
	1

	Facilities Assistants
	2

	Mailroom & Courier Coordinator
	1

	Mailroom Assistants
	2

	Administrative Assistants
	6–8



Core Responsibilities
Before the Mission
· Maintain volunteer, staff, donor, and partner records. 
· Coordinate Board, leadership, and planning meetings. 
· Prepare contracts, forms, and administrative documents. 
· Support recruitment, onboarding, and training. 
· Manage office operations and document control. 
· Coordinate travel schedules and meeting logistics. 

During the Mission
· Operate the mission administration office. 
· Maintain attendance and personnel records. 
· Coordinate leadership schedules and daily meetings. 
· Process official correspondence and reports. 
· Support communication between departments. 
· Maintain secure records and documentation. 
· Provide administrative support to all operational teams. 

After the Mission
· Archive mission records and documentation. 
· Compile departmental reports. 
· Prepare Board and executive summaries. 
· Update organizational databases. 
· Process volunteer and staff records. 
· Conduct administrative reviews and recommend process improvements. 
· Maintain historical records for future mission planning. 
This structure creates an Administrative Department of approximately 40–50 staff members and volunteers, providing the administrative foundation needed to support every UnityReach Global department, maintain organizational efficiency, and ensure accurate documentation, compliance, and executive support throughout the mission lifecycle.

