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MCADSV Staff Reports to:  Chief Operating Officer  	Regular Work Week:  40 hour, M-F Employment Classification: Hourly, non-exempt
______________________________________________________________________________    
Primary Responsibility
The MCADSV Office Manager provides direct assistance to the staff of MCADSV through complex clerical and office-operations support and completes a variety of information and data processing tasks to ensure the organization’s stability and consistency with MCADSV's mission and goals. The person in this position manages the organization through a variety of communication tools. Responsibilities include but are not limited to:

Essential Functions:
Under the direct supervision of the Chief Operating Officer and general supervision of the administrative team, the Office Manager will perform the following duties:
1. Administrative: Maintain financial, legal, insurance, corporate and membership records. Answer phones and doors; transport staff to local meetings; type letters and memos; schedule and accept deliveries; receive and distribute mail; record meeting minutes; perform data entry; copy and/or obtain information and materials; post and distribute materials. Be responsible for the timely filing of a variety of reports. Maintain complete and easily retrievable records of business transactions. Balance books and prepare reports to show receipts, expenditures, accounts payable and various other items. Provide recommendations on improving systems and procedures. 
2. Resource Development: Manage donor records. Schedule meetings with prospective donors. Prepare correspondences. Perform donor acknowledgement, tracking and assistance with solicitation. Assist with the solicitation of in-kind donations. Assist with event planning and registration. 
3. Employee Benefits: Responsible for direct oversight of all employee benefits including insurance, work compensation and retirement. Assures thorough audits, reports and personal contact that company benefit programs are consistently administered in compliance with organizational policies and government regulations. Monitor the effectiveness of existing compensation policies, guidelines and procedures. Recommend plan revisions or new plans that are cost effective and consistent with compensation trends and MCADSV objectives. Coordinate implementation and provide guidance to MCADSV staff.
4. Finance: Assist the Finance Director through accounts payable entry in MCADSV’s accounting software. Manage the budgets for office operations, training supplies and building maintenance. Manage the purchasing of office supplies. Prepare bank deposits. Maintain records of membership dues and reconcile with Finance Director’s records.  
5. Facilities: Oversee property and equipment maintenance. Supervise the maintenance and alteration of office, training areas and equipment. Prioritize needs and make recommendations for improvements and purchasing. Maintain MCADSV records for contracted services. Solicit bids on materials, equipment and vendors.
6. Board of Directors: Maintain open lines of communication with the Board and its members. Plan and implement all logistics related to meetings of the Board, including lodging, meals, materials and attendance confirmation.
7. Member Services: Ensure access and supply of sufficient member-benefit resources (print materials, lending materials, etc.). Manage MCADSV merchandise sales and re-order. Triage member requests and route to appropriate staff. Ensure Training and Conference Center are prepared and sufficiently supplied for all MCADSV events. Implement training logistics and evaluation processing.     
Additional Responsibilities:
1. As needed and as assigned.
2. Perform requested duties as assigned regarding the public policy advocacy and resource development efforts of MCADSV. 
3. Travel as required. 
Qualifications:  Work experience in office management and/or management of operations required. Must be able to type, think critically, multi-task, respond to phone inquiries, and use Windows operating system and programs including Excel and QuickBooks. Ability to learn software applications. 

Working Conditions
· Forty (40) hour workweek. Extended hours might be required to meet deadlines.
· Requires minimal travel to customer locations both in and out of town.
· Employee might be exposed to outdoor environments and might not be protected from weather conditions.
· Employee might be exposed to moving mechanical parts, moving vehicles or electrical currents.
· The noise level in the work environment might be of sufficient noise to cause the employee to be distracted.
· Some evenings and weekends might be required based on business demand.

Physical Requirements
1. Ability, on a consistent basis, to perform work activities requiring cooperation, instruction, persuasion or speaking with others.
1. Ability to communicate effectively in person, on paper and by telephone with customers.
1. Regular use of telephone equipment required.
1. Standing or sitting for long periods, bending, stooping, occasional lifting, walking, climbing stairs, kneeling, squatting, crouching, balancing and lifting over 10 lbs.
1. Must have ability to travel using personal vehicle safely by maintaining proper licensing and insurance coverage and following company policy.

Personal Characteristics

The successful individual will demonstrate the following characteristics:
Behave Ethically: Understand ethical behavior and business practices, and ensure own behavior and that of others are consistent and align with the values of the organization. 
Honor Diversity:  Honor diversity and demonstrate openness to examination of attitudes about race, gender, sexual orientation and other attitudes that contribute to the oppression of others. 
Organization: Support the mission of the organization as it works to promote social change to end rape and abuse.
Build Relationships: Establish and maintain positive working relationships with others both internally and externally to achieve the goals of MCADSV.
Communicate Effectively: Speak, listen and write in a clear, thorough and timely manner using appropriate and effective communication tools and techniques. 
Focus on Client Needs: Anticipate, understand and respond to the needs of clients to meet or exceed their expectations.
Make Decisions: Assess situations to determine importance, urgency and risks, and make clear decisions that are timely and in the best interests of MCADSV.
Technological Aptitude: Understand software applications and maintain skills necessary to effectively perform key responsibilities through use of programs used by organization.
Commitment: Set priorities, develop a work schedule, monitor progress towards goals, and track details/data/information/activities.
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This job description in no way states or implies that these are the only duties to be performed by this employee.                                 
 He or she will be required to follow any other instructions and to perform any other duties requested by his or her supervisor.
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