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AUTHORITY 

The Rende Progress Capital (RPC) Administrative Assistant is responsible for providing administrative 

support to the RPC Managing Director and administers internal and external assistance of office 

operations to ensure that RPC provides high-quality engagement, services and office functions to 

enhance the mission of RPC as a provider of services and lending to Excluded Entrepreneur RPC 

clients.  Excluded Entrepreneurs are African-Americans, Latino, Asians, Native Americans and 

Immigrants who face barriers to conventional lending due to real or perceived racial bias and other 

market realities.  

 
As an assistant for administrative functions for a mission-oriented lender using racial equity lending 

systems and culturally competency standards, the position has two responsibility areas of Internal 

and External Not-for-Profit: 

 

RESPONSIBILITIES 

The Rende Progress Capital (RPC) Administrative Assistant is responsible for: 

 

1. Primarily scheduling and administrative assistance to the Managing Director such as daily 

schedule and calendar, travel plans and administrative operations support, and 

scheduling of RPC internal and external operations with/for RPC staff (Internal: staff 

meetings, board meetings, loan committee meeting, stakeholder meetings, etc. and 

External: media interviews, investor meetings, etc.). 

 

2. Scheduling for Goei Center business common area tenants and greeting office visitors such 

as customers, grantors, investors and partners.  

 

3. Scanning, filing, documentation and management of RPC financial records, loan 

information, processing invoices, memorandums and other documents essential for RPC 

operations. 

 

4. Administrative assistance to RPC staff on external activities such as event planning and 

internal activity functions such as processing payroll, vendor payments, and writing, review 

and editing of documents that are external (press releases, letters, emails to loan inquiry) 

and internal (annual reports, staff memos, ordering supplies and handling incoming and 

outgoing packages and mail. 

 

 

 

 

 

Position Description and Responsibilities 

 

Administrative Assistant:   

West Michigan  
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Qualifications 

An ideal candidate will have at least 2 to 3 years in administrative assistant/office management 

positions and possess either a Bachelors/Associates Degree or has graduated from High School or 

GED equivalent credential.  Specifically, the RPC Administrative Assistant candidate must meet 

the following qualifications: 

 

1. Excellent writing and editing skills. 

 

2. Proficiency in use of Microsoft Office in the areas of Word Perfect, Excel and PowerPoint. 

 

3. Use of QuickBooks and ability to immediately apply or learn to use platforms such as 

Salesforce, GoToMeeting, Google/Apple Calendar. 

 

4. Ability to observe and follow RPC legal and ethical requirements such as respect for privacy of 

information, confidentiality and administering, management and record-keeping of financial 

information, checks and other monetary items that may also involve cash. 

 

5. Ability to analyze and revise operating practices to improve efficiency. 

 

6. Detail oriented and comfortable working in a fast-paced office environment. 

 

7. Exceptional communication skills.   Spanish is a plus. 

 

8. Superior organization skills and dedication to completing projects in a timely manner. 

 

9. Team player and have strong integrity in work actions and due diligence in performance. 

 

 

 

Reporting & Oversight:  RPC Co-founder, Chair and Managing Director 

 

 

 

 

 

 

 
 

RPC is a mission-driven lender of loans to Excluded Entrepreneurs who face social and financial 

barriers to acquiring traditional loans because of bias and racial inequity.  The use of racial equity 

and inclusion in lending also drives our hiring practices, contracting, workplace policies and board 

recruitment.  Inclusion and racial equity are also a formal part and process in our partnership 

agreements, our proprietary lending systems as well as using W.K. Kellogg Foundation Racial Equity 

Concepts and Racial Equity Impact Assessments in RPC lending decisions.  

 


