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About IPS Solar: 
IPS Solar, a leading provider of solar power solutions, is focused on the development, installation and management 
of solar power systems for commercial, community solar and residential customers. IPS Solar is one of the fastest 
growing solar systems providers in the United States, delivering 5 kilowatt to multi-megawatt community solar 
gardens. Our company’s mission is to lead the transition away from fossil fuels toward renewable power while saving 
money for our customers.

Position Summary:
We are looking for a responsible Administrative Assistant to perform a variety of administrative and clerical tasks. 
Duties of the Administrative Assistant include providing support to our managers and employees, assisting in 
daily office needs and managing our company’s general administrative activities. The ability to work in a fast paced 
environment with strong attention to detail is essential. The position will offer multiple learning opportunities about 
the solar industry on a daily basis with the potential for upward mobility. Come work for the Twin Cities Fastest Growing 
Company (Minneapolis / St. Paul Business Journal, Inc 500) in a dynamic and fun atmosphere.

Responsibilities:
• Answer and direct phone calls
• Provide general support to visitors
• Order office supplies and research new deals and suppliers
• Book travel arrangements
• Coordinate meetings and conference calls as needed
• Assist in creation of proposals and other customer communications as directed
• Assume responsibility for maintenance of office equipment, including computers, copy machines and fax machines
• Assist on special projects as assigned
• Other administrative or executive assistant tasks as required.

Qualifications:
• Proficiency in Microsoft Office programs
• Working knowledge of office equipment, like printers and fax machines
• Excellent time management skills and the ability to prioritize work
• Attention to detail and problem solving skills
• Excellent written and verbal communication skills
• Strong organizational skills with the ability to multi-task
• High school diploma or equivalent; college degree preferred. Additional qualification as an Administrative assistant 

or Secretary will be a plus

Submit Your Resume To:
careers@ips-solar.com

Administrative Assistant


