
YEAR-TO-YEAR GROWTH

INC. MAGAZINE TOP 500
JUST THE BEGININNG

NOW HIRING
PEOPLE > PROFIT

AN ELECTRICIAN COMPANY EXCEPT WE’RE NOT

LIMITLESS BREWING | ROCKHILL GRILLE | CAFFETERIA

ADMIN ASSISTANT

WORK WITH US NOT FOR US

NEW OFFICE
INDOOR/OUTDOOR GYM

APPLY

MAKE AN IMPRESSION

EMPOWER A COMMUNITY
TREAT OTHERS WELL

ASSIST CFO + ACCOUNTS PAYABLE

COMPREHENSIVE BENEFITS PACKAGE

EMPOWERED IS GROWING. YOU POSSESS THE ADMINISTRATIVE SKILLS TO KEEP IT THAT WAY.

VISIT WWW.EMPOWEREDKC.COM OR CALL 816-602-4309



ADMINISTRATIVE ASSISTANT - FULL TIME
EMPOWERED ELECTRIC  |  COMMERCIAL AND DESIGN BUILD ELECTRICIANS

Empowered Electric has grown exponentially over 
the last four years. How? The answer is simple: we 
hire the qualified electricians in Kansas City who 
want to work with us and not for us.

We’ve gone from “up-and-coming” to “here-to-
stay” because the people we hire are a unique 
breed. Are they skilled at what they do? Absolutely. 
But what you’ll see under “Qualifications” goes 
beyond the electrician trade itself.

We’re looking for passion. We’re looking for grit. 
We’re looking for excellence.

And we don’t just care about your amazing 
skillset as an employee. We care about attitude 
and effort.

Why should you ever settle for anything less?

Roth 401(k) with 
Employer Match
Health Insurance
Group Dental + Vision
Life Insurance ($50k)
Long/Short-Term 
Disability Insurance
Indoor/Outdoor Gym
Time Off for Vacation
Happy Hour Events

Full-Time Position
Salary: TBD (Based 
on Experience)
Unlimited Growth 
Potential
New office to dream 
new ideas and 
implement
We Participate
in E-Verify

Empowered Electric provides equal employment opportunities to all employees and applicants for employment and prohibits discrimination and harassment of any type without 
regard to race, color, religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual orientation, gender identity or expression, or any other characteristic 
protected by federal, state or local laws.

Team-Based Communication. You have at least two years 
working in a similar team-based setting. And possess the 
ability and drive to learn industry terminology as we grow 
in the years to come. Most importantly, you will report 
directly to CFO Andrea Stumpf.

“Organization” is Your Superpower. You have other 
great skills and qualities, but a penchant for organization 
and detail is what drives everything you do. Our team of 
electricians and professionals cares about the details too, 
but your focus is on the inside and setting others up for 
success.

Accounts Payable. Working alongside other office 
employees, you are on top of various documents we 
need to succeed in-house. You receive and organize new 
proposals and ensure estimates are in their proper place.

Invoice Management. Process all invoices the company 
receives. Invoices will include both subcontractors and 
material suppliers. Proper documentation must also be 
collected when dealing with subcontractors on our
various construction projects.

You Represent our Brand. At Empowered, we talk a lot 
about “People > Profit”. And with your role it’s no different. 
When others interact with you, they can tell you make 
them feel like the most important person in the room.

Career Growth Isn’t Your Priority. At Empowered, we will 
push you to be the best employee possible. This means 
the climb will get tough at times, but it’s because the last 
thing we want for you is to be content. Enhance your 
career at Empowered Electric.

Organization is a Weakness of Yours. We already 
mentioned the need to be organized in this role. But if 
you really just like the “thought” of being organized, then 
this role isn’t for you. Don’t apply if you aren’t ready to roll 
on day one.

You’re Not Quite There. If you feel like Empowered is the 
place for you, but your skillset isn’t ready for the ensuing 
tasks...we respect your honesty. We care about the drive 
to get better just as much as the skill itself. When both of 
those qualities align, let’s start a conversation.

OUR STORY  |  OUR “WHY”

FULL BENEFITS COMPENSATION

QUALIFICATIONS

DISQUALIFICATIONS

We want you to succeed. And Empowered isn’t 
done growing. We can empower one another 
along the way - that makes work worth getting 
out of bed every morning. You in?

THE EMPOWERED ELECTRIC TEAM

SINCERELY,

PLEASE SEND RESUME TO WILL@EMPOWEREDKC.COM



1. Timely entry of all invoices received.

2. Proper approvals received before entry.

3. Purchase Order verification on all invoices before entry.

4. Execution of new job worksheets to vendors, when new projects 

begin.

5. Responsible for executing sales tax exempt forms on project specific 

forms, including communicating sales exempt status to vendors.

6. Execution of new credit applications to new vendors.

7. Retrieve all documentation needed when new 1099 subcontractors 

are contracted (W9 and current Certificate of Insurance).

8. Monthly reconciliation of vendor accounts for accuracy.

9. Corresponding to vendors when billing issues arise.

ACCOUNTS PAYABLE TASKS

ADMINISTRATIVE ASSISTANT - CONTINUED

Empowered Electric provides equal employment opportunities to all employees and applicants for employment and prohibits discrimination and harassment of any type without 
regard to race, color, religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual orientation, gender identity or expression, or any other characteristic 
protected by federal, state or local laws.

YOU’RE READY TO MEET AND/OR LEARN THE FOLLOWING RESPONSIBILITIES HEAD-ON

1. Help us create office systems in order to maintain cleanliness and 

organization.

2. Assist in necessary conference-room scheduling.

3. Serve as the first point of contact for all Empowered office visitors.

4. Brainstorm events and opportunities for our staff to come together 

on a regular basis (i.e. Christmas party etc.)

5. Work with Communications Director to form clear lines of 

communication across the organization (i.e. Remind)

6. Provide brief tours for anyone wanting to learn more about 

Empowered HQ.

7. Receive and organize new drawings and blueprints.

8. Keep all office materials stocked.

OFFICE MANAGER TASKS


