Montana Coalition Against Domestic and Sexual Violence

PO Box 818, Helena MT 59624

406.443.7794        Fax 406.443.7818


JOB DESCRIPTION

JOB TITLE:


Office Manager

WORK STATUS: 

Non Exempt, 1.0 FTE

JOB RESPONSIBILITIES:

Office Management: 
· Maintain electronic and hard filing systems.

· Retrieve and disseminate mail and email messages daily.

· Respond to technical assistance and crisis calls and forward requests to appropriate staff person or make appropriate referral to outside agency. 
· Maintain the appearance of the office, conference room, and reception area (this includes weekly vacuuming and emptying garbage bags as needed.)
· Coordinate and work directly with MCADSV contract vendors such as IT representative, equipment repair, building manager, etc.

· Maintain and order office supplies, equipment, furniture and postage as necessary.

· Oversee routine and emergency maintenance of office equipment.

· Respond to requests for library materials from members and the public.

· Maintain the library’s database as well as policies regarding library materials using software database system.

· Assist with maintenance and design of MCADSV website. 

Personnel Management:

· Assist with process of orientation for new employees including completing new hire paperwork, completing insurance documents, performing a tour of the office and office functions, and training on our computer system.

Administrative Support:

· Provide administrative and technical support to staff as requested.
· Assist the MCADSV Executive Director and Financial Manager with accounts payable and receivable as assigned.

· Process bank deposits and maintain bank records. 

· Assist the Membership Outreach Coordinator with the management of the organization’s membership Microsoft Access database.
· Assist the Membership Outreach Coordinator with invoicing and collecting membership dues. 

· Assist with staff, contractor, board, and membership travel arrangements.
· Assist the Training Coordinator with event logistics, preparing training materials, and other support duties as assigned. 

· At the discretion of the Executive Director, travel with staff to assist in the coordination of training events.
Qualifications Preferred:

· Advanced office management and administrative experience.
· Experience with personnel management and human resources. 
· Excellent computer and technical skills (Microsoft programs, internet, etc).
· Experience in website design and maintenance.
· Excellent written and oral communication skills.
· Fiscal management experience to include bookkeeping (including QuickBooks).
Skills Preferred:

· Excellent interpersonal skills, including demonstrated ability to:

1. Work cooperatively and effectively with other staff, community-based service providers, and other professionals.

2. Work independently and as part of a team.

3. Treat all people with dignity and a respectful attitude.

4. Deal effectively with diversity among people and a willingness to adhere to MCADSV philosophy statement. 

5. Accept, act upon, and offer constructive criticism.

6. Approach situations with a sense of humor.

· Ability to prioritize tasks.

· Ability to interpret and respond to complex situations and provide clear, concise and timely solutions.

· Exceptional organizational skills.

· Exceptional speaking and writing skills. 

· Demonstrated computer skills and experience; especially with Quickbooks and Microsoft Access. 

· Familiarity with or willingness to learn about the battered women’s movement; feminist philosophy; and the needs of domestic/sexual violence programs in Montana.
Special Projects

· Perform other job-related duties as assigned by the MCADSV Executive Director.

Work Site:

MCADSV Helena Office; some in-state travel required
Accountability: 
Office Manager reports directly to the Financial Manager with general oversight from Executive Director.
Hours of Work:
40 hours per week; Approximately 8:30 am – 5:30 pm daily (flexibility)
Compensation:

$27,000 starting salary
Benefits:
Health Insurance, annual leave, personal leave, sick leave, medical flex account, travel reimbursement, and retirement (after 6 mo.)

Probationary Period:
6 months
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