
Want to Join the best
facilitation and human
development team in the
USA? HueLife is seeking a
positive minded, pro-active
Administrative Assistant to
support the growth of our
team, programs, and
customers.

Administrative
Assistant



Community engagement
 Strategic and event planning
Conflict resolution and change
management

How we put our Mission into action:
HueLife works across the United States and
internationally to:

1. Help groups of all sizes and function in
the following areas:

2. Activate paths forward for causes that
help humanity
3. Develop leaders through personal and
organizational coaching
4. Develop people and teams through the
understanding of self
5. Increase facilitation skills from basic skills
all the way to mastery

HueLife is a professional Organization
Development team specializing in Change
Management, Facilitation, and Facilitation
Training. The organization was founded with
the Mission to inspire engagement in
meaningful action for the greater good of
communities and organizations. At our core,
we are good people helping people do good
work.

About HueLife
and our Mission

Clients
Our team practices at every level of public
domain (city, county, state, federal), large and
small non-profits, and across a wide spectrum
of private business; or anyone that engages
with
another person!



About HueLife
and our Mission
Org Culture
HueLife is a high performing and fun
organization that is staffed with brilliant and
hard-working people who love their jobs. Our
organization is built on living the values we
teach with the goal of having every employee
involved in leadership work. We want
innovators. To encourage that
we maintain an environment where each
person can flourish. The core elements of our
High Performing Team are:

1. Innovation and Creativity – We are on the
cutting edge
2. Client-Centered Service – We treat every
client as a million-dollar client
3. Growth Mindset – We embrace challenges
4. Respect – We lift each other up
5. Autonomy – We practice self-governance
6. Health and Wellness – We help each other
be their best self
7. Culture – We foster a positive environment
8. Diversity – We honor and respect all
individuals
9. Quality – We earn the respect of our clients
10. Shared Responsibility – We take personal
ownership
11. People Development – We encourage and
support individual growth

We keep our organization as flat as
possible
We flow in and out of self-directed small
teams to solve problems quickly
We empower flexible people who are
capable of being both self-directed and
highly communicative 

Delivering Quality Service
Only promising what we can deliver – and
then deliver 
Commit to showing up with our best
self for all our clients, partners, program
participants, and each other
Taking responsibility for mistakes, asking
for forgiveness, and making corrections  

In Brief:

We believe in: 



Our philosophy on
work time: 
We are all responsible for managing our
own time and making sure that we take
the time we need to attend to our
personal, family, and other needs.
Recognizing that we are all different, we
have different needs, and we have
different capacity. We do not have “equal”
expectations for everyone, we commit to
equitable approach and respecting
individual preferences and ability to craft
the schedule and deliver on the client and
team commitments in their own best way.
So, we take the time we need as we
balance the needs of the team and clients.  

Our team:
HueLife has grown from a 3-person team
in 2019 to a team of 9 with an array of
backgrounds. We also have numerous
affiliates who partner with us on a wide
variety of projects. 

Our workspace:
Our team is spread across the nation
serving clients in over 20 states. Most of
the responsibilities of the Administrative
Assistant can be carried out from
anywhere an internet connection is
available. We all come together 3-4 times a
year to connect, plan, and build our team.



Starting Salary: $50K-$70K year with growth
opportunities

Benefits:
The company offers health insurance, paying 50%
of the premium; 100% vision and dental
insurance, and access to Aflac. Company benefits
have been growing with the company each year.
Our employees also enjoy flexible schedules and
recognition of maintaining a happy, meaningful
life. 

Application process:
Please send a letter outlining your interest in
joining our team and your resume to: Richard
Fursman at Richard.fursman@hue.life by May 16,
2022. 

Schedule: 
Invitation to screening interviews sent: May 19
Screening interviews conducted: May 26/27
Final interviews: June 4
Start Date: From mid-June to mid-July

The Position: Administrative Assistant

CRM development and management – Success is a well-managed, robust customer database
Customer Interface – Success is when our client’s sense being taken care of and feel appreciated
Training Support – Success is having trainers feel as if they are set up for success

The Administrative Assistant has three primary areas of emphasis for the first year, including:

Contracts and Billing – Success is timely, accurate, & consistent contract execution and invoicing
Project logistics – Success is a well-coordinated travel schedule & well-stocked inventory for
Facilitators & Trainers 
Core Team Support – Success is having an active awareness of the inner workings of leadership

The Administrative Assistant will gradually take on three other areas once the primary areas are
functioning. They include:

Position Qualifications
Qualified Individuals interested in this unique opportunity have experience in customer, team, and
operational support. The ideal candidate would also have project management experience in an
environment of rapid change. The individual best suited for success will be self-motivated, thrives in a
virtual team environment, is well organized with a can-do attitude.

Being technically savvy 
Being detailed oriented 
Being a systems thinker 
Being proficient in Microsoft Office Suite
Able to find efficiencies through
automation
Having excellent customer service skills
(show patience, be responsive, anticipate
needs, friendly and positive)  
Having cultural and racial awareness  
Being an excellent communicator
Thriving in a fast-paced Environment –
flexible and adaptable
Being comfortable with multiple projects -
agile/able to pivot
Being good with numbers and
spreadsheets 
Having process improvement skills 

Desired characteristics and skills that will
guide success include:


