Compassion WacO
Office Manager
Job Description

Position Status: 
Full time (40 hours per week)

In Person (not hybrid, remote or virtual)

FLSA:
  

non-exempt (hourly)
 

 
Supervised by:

Executive Director
Business Hours: 
9:00 am to 5:30 pm
Pay range:

$34,000 to $36,000 depending on education and  experience

GENERAL DESCRIPTION AND PURPOSE: 
The overall responsibility of the Office Manager is to maintain the facilities of Compassion Waco, answer phones and greet guests, recruit and maintain volunteers, and manage information/services for the residents, and coordinate intake interviews. Work hours cannot exceed 40 hours per week without pre-approved overtime.

QUALIFICATIONS:
The qualifications listed below are representative of the education, experience, skill/ability, and licenses/credentials required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Education


· Associate’s degree in business or public administration or related field preferred.
· Bachelor’s Degree preferred
Experience
·  Two year’s experience in administration with a non-profit organization preferred.
Skills/Abilities
· Strong oral and written communication skills

· Demonstrated experience and ease working with a diverse population of residents.

· Ability to handle crisis situations with sensitivity and assertiveness

· Strong organizational skills
· Ability to maintain accurate data and documentation of resident services

· Flexibility and ability to prioritize job responsibilities
· Ability to provide and receive supervision

· Demonstrates effectiveness as a member of a team as well as the ability to work independently
· Work in basic computer programs such as MS Word & Excel. 
· Demonstrates skills of self-direction

· Bilingual preferred. 
Licenses/Credentials
· Valid Texas Driver’s License and clear driving record
RESPONSIBILITIES:
· Provide support for all other Compassion Waco programs.

· Maintain programming statistics.

· Maintain communication with all employees.
· Believe in and act in accordance with the agency’s mission statement and goals

· Experience working with diverse population and groups. 

· Write routine reports and correspondence. 

· Document resident applications and checks for admission.
· Maintain a secure, clean and respectful location and work environment.
· Cleaning as required.

· Perform other duties as assigned.
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