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Agape Development
	Job Title: Office Manager

	Department: Business and Administration

	Revision Date: 05/17/2010


Position Overview 

The Office Manager’s primary objective is to handle all office functions in such a way to maximize the program and fundraising team’s productivity.  The Office Manager will have some interns to whom he/she may delegate tasks as well as occasional volunteers.  This is a full time position, and most of the work will happen between 8 a.m. and 5 p.m.  While the Office Manager may coordinate staff and volunteers for fundraising and program activities, she/he will not be expected to deliver services nor raise funds.  Agape is looking for someone with great desire to learn and grow on the job.  The knowledge base needed to handle this position is ever changing and ever growing.  The Office Manager must have strong learning agility.
Essential Job Functions

· Inbound Communication: funnel to central email
· phone calls, Mail, Faxes, emails

· Re-route to the appropriate person

· Vendors Dealings

· Printings & Mailings

· Utilities: phone, internet, etc.

· Office Purchases & renewals: software, office supplies, website

· Insurance : Health, General Liability, Property, Directors & Officers,

· Human Resources: Back ground checks, employee manual, operations manual (+volunteers) 

· Government Filings: TWC, IRS 990, Conflict of interest, whistleblower policy, etc.

· Accounting & Financial Reports

· All bookkeeping: contracting, ensuring accuracy, regular reports to Board/staff

· Banking: researching outsourced tasks, loan docs, etc.

· Preparing checks, Paying Bills

· Fundraising

· Entry oversight (Training & bridging Mission Year)

· Managing Grant Calendar (not writing or relationships)

· Program


· Data Compiling & Reporting (program effectiveness & attendance)

· Flyers, mailings, emails, postings to advertize events

· Maintaining contact info for members

· Miscellaneous


· Tech support: printers, software, internet connection

· Reservations/orders: food, transportation, lodging, retreats, school enrollment

· Office Scheduling: volunteers, pick up in-kind gifts, tours of Agape,
· Training all new staff on office procedures, software, and programs.

Requirements

· Must have valid driver’s license, a vehicle, and adequate driving record.
· Very capable computer knowledge: MS Word and MS Excel are essential
· Must be a resourceful problem solver, need little handholding.

· Must be precise with details, especially with bookkeeping, donation receipts, etc.

COMPENSATION
The annual salary for this position ranges from $30,000 to $35,000.  Agape will also provide health insurance for the Office Manager.
NOTE:  This job description is not intended to be all-inclusive. Employee may perform other related duties as negotiated to meet the ongoing needs of the organization.
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