
 

Youth Advancement Administrative Lead 
Job Description 

 
 
 

 
ORGANIZATION BACKGROUND 
Launched in 2016, the Wardensville Garden Market + Bakery is a thriving farm and 
food-based social enterprise dedicated to expanding opportunities for local 
Appalachian youth. We address historically negative economic development in 
Appalachia, which often only created profits for outside companies, by operating like a 
business, harnessing the power of market demand to generate income, while also 
creating positive impact locally. In 2018, our budget grew to over $1M, and since we 
are a non-profit, 100% of that was reinvested back into the project and local 
community. 
 
Unlike a traditional business, we measure our success, not by our profits, but instead by 
the local impact we have in three areas: 1) Social—creating educational and economic 
opportunities, 2) Environmental—protecting the natural environment, and 3) Financial 
Reinvestment—100% reinvested locally. This is what we call our “triple bottom line”.   
By creating rewarding local opportunities for youth within a successful, sustainable 
business and providing them with high-quality training and enrichment activities, we 
believe they will be better equipped to achieve their long-term goals, which positively 
impacts the community as a whole. Our unique location, mission, and farm setting 
create endless opportunities for significant educational and environmental 
partnerships.  
 
POSITION OVERVIEW 
In coordination with the Youth Advancement Director, the Administrative lead will work 
to ensure the day-to-day functioning of the department, including administrative and 
logistical support. 
 
ESSENTIAL JOB DUTIES 
The following outlines the main areas of responsibility. This list is not meant to be 
exhaustive but rather a broad representation of job duties: 
 

• Serve as the first point of contact for the department. 
• Coordinate and oversee all administrative needs of a professional, organized 

and well-run department. 



• Ensure all inquiries to the department are addressed and provide information 
about the Youth Advancement Department as needed. 

• Maintain office systems and files (calendars, telephones, shared drives, shared 
office files including student files, vendors, equipment, etc.). 

• Assist with renewal of required trainings, permits, registrations and other 
compliance requirements. 

• Collaborate to ensure improvement and implementation of processes and 
policies in support of the organization’s mission. 

• Assist Director & Manager(s) with marketing and advertising initiatives and 
deadlines. 

• Assist Director & Manager(s) with coordination and oversight of the department 
calendar. 

• Maintain department database to ensure records are current and accurate and 
run requested reports/analyses.  

• Conduct research and maintain resource materials. 
• Maintain department forms, records, paper and electronic files. 
• Maintain office supply inventory. 
• Assist with preparation of regular and special meetings and communications and 

reports. 
• Maintain and regularly update department SOP manuals and handbooks. 
• Organizes Education Committee and Scholarship Committee meetings. 
• Assist with planning special events, orientations, service-learning projects, 

ceremonies, etc. 
• Assist with crew, volunteer and internship recruitment and on-boarding. 
• Oversee the maintenance and alteration of departmental areas and equipment 

as well as housekeeping of department specific facilities (youth center). 
• Oversee and coordinate department vendor relations and communications. 
• Assist with oversight of special non-routine facility projects as needed. 
• Provide administrative support as needed. 
• Other tasks as assigned by the Director. 

 
ACCOMPLISHED BY 

• Organizational leadership: Lead by example by modeling a high bar for 
performance and being an exemplar of our values; operate with the best 
interests of the youth and organization in mind, and not simply the best interests 
of your team. 

• Solutions-oriented: Proactively develop solutions to challenges and push to get 
past roadblocks 



• Ownership: Care deeply about getting results within the realm of the 
department, and do what it takes to get them, including paying attention to 
even small details, anticipating problems, offering creative solutions, driving 
work forward, and course-correcting when needed. 

• Coaching orientation: Take the time to teach and offer useful and actionable 
feedback, make sure that people feel their efforts are appreciated, and expect 
that people will make mistakes and see those as opportunities for learning.  

• Radical welcome: Every single person who walks in the door is welcome and has 
a smart role to play. Volunteers, customers, and other visitors are busy people. 
Make them feel appreciated and that their time is well-spent.  

• Sense of possibility: Maintain an optimistic outlook and always look for ways to 
make ideas work before assuming they won’t. Firmly believe that we can all do 
things we’ve never done before and can stretch ourselves to achieve incredible 
results. 

 
ADDITIONAL DUTIES 

● Serves as back-up supervisor to junior crew as needed. 
● Any other task or activity required to ensure smooth operation of our nonprofit 

organization. 
● Risk management responsibility to continually inspect the premises and take 

seriously the duty to identify, and immediately repair or warn against any 
possible dangerous situation.  Abide by all state, federal and local laws and 
regulations regarding employment, the farm, farm market, bakery and any 
independent contractors, volunteers or employees. 

● Have a broad understanding of our operations, and use common sense to do 
what is best for the organization, farm, bakery, and farm market whether it is in 
your job description specifically, or not. 

● Abiding and enforcing policies. 
● Ensuring that all visitors are welcomed. 

 
QUALIFICATIONS 

• Nonprofit experience preferred. 
• 3+ years related administrative experience required. 
• Demonstrated multi-tasking, time management and negotiation skills. 
• Exceptional interpersonal and customer service skills. 
• A patient and active listener. 
• Ability to handle confidential information with discretion. 
• Experience working in team or collaborative environments. 
• Ability to work autonomously; self-starter with excellent initiative. 



• Outstanding organizational skills. 
• Proficiency in Microsoft Office and MACs required. 
• Friendly, outgoing, flexible and positive attitude a must. 
• Desire to grow professionally in the field of nonprofit management and youth 

development preferred. 
• Knowledge of youth development a plus. 
• Must fully embrace the WGM mission and Code of Conduct. 

 
BONUS QUALIFICATIONS 
• 2+ years working directly with teens in a after school or academic setting 
 
PHYSCIAL REQUIREMENTS 

• Ability to climb stairs and stand for short periods of time. 

• Ability to lift 25 pounds. 

 
COMPENSATION 
A competitive compensation commensurate with applicant experience. 
 
INSTRUCTIONS FOR APPLYING 
We strongly recommend that you apply as soon as possible. We will interview 
prospective candidates on an ongoing basis to fill the position immediately. Please 
send a cover letter and your resume to: Shefa@wardensvillegardenmarket.org. 
 
We are an equal opportunity employer. We do not discriminate on the basis of race, 
color, religion, gender, gender identity, gender expression, age, national origin, 
disability, marital status, sexual orientation or military status, in any of our activities or 
operations. These activities include, but are not limited to, hiring and firing of staff, 
selection of volunteers and vendors and provision of services. We are committed to 
providing an inclusive and welcoming environment for all members of our staff, 
customers, volunteers, contractors, vendors and anyone else we work with. 
 
 
 


