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Who we are.

AG Collaborative is a
leadership and talent
development company
born out of a shared
desire to flip leadership
development inside out.
On the inside is where
mindset, strengths,
courage, values, and
empathy live. Starting
the growth here is what
creates the most
resilient leaders, the
most effective teams,
and the most dynamic
organizations. In short,
AG Collaborative exists
to unlock and unleash
better humans for a
better world.

Detail-oriented and organized
An effective communicator 
Proactive and independent
Excited to work with and be part of a team 
Willing to problem-solve and adapt 

1-2 years experience in an office environment
Proficiency in Microsoft Office and Google Workspace
Experience managing calendars/scheduling
Strong writing and communication skills

AG Collaborative is looking for a detail-oriented human to
join our team as Administrative Specialist. This individual
will support our team through a variety of administrative
roles including scheduling, coordinating program details,
and providing back-end support during our virtual
program sessions. The ideal candidate will be highly
organized, willing to juggle lots of moving pieces, and
jazzed about Google calendars. 

This job might be for you if you are...

Essential Skills & Qualifications

Administrative Specialist

Part Time 
20-30 hrs/wk
Flexible Hybrid Schedule

At AG Collaborative, we grow your people leaders
so you can grow your business.

http://agcollaborative.com/
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At AGC, we value:
Humor:  joy matters

Authenticity: the real you,
on purpose, no bullshit

Human.Kind: respect &
compassion FOR ALL

Transformation: growth
and possibility

Wisdom: cultivating and
sharing deep intuition

Connection: co-creating,
co-llaborating, co-leading,
co-magic, co-(fill in the
blank)

Creative Experimentation:
Let’s Do it.

Manage Owner calendars: scheduling of programs,
meetings, coaching sessions and events
Coordinate travel arrangements for team

Manage client contracts, sending proposals
Coordinate venue/catering details for programs
Work in collaboration with Head of Program
Management to prepare for and execute client
programming

Social media scheduling 
Projects and tasks as needed 

Manage chat + participant access
Manage breakout rooms + polls
Troubleshoot real time tech problems 

Roles and Responsibilities:
Scheduling Management

Corporate & Public Program Support 

Sales and Marketing Support

Zoom Support for Virtual Training Sessions 

While we are in need of someone to fill these specific role requirements
we are also excited to collaborate with someone who shares our values.

Interested? Send your resumé and cover letter to Abigail Verkaik at
abigail@agcollaborative.com. We're excited to hear from you! 

Administrative Specialist
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