Job Title:     
OFFICE MANAGER
Department: 
ADMINISTRATION
Reports to: 
C.E.O.
Date Modified: 
August 9, 2007
I. PURPOSE OF THE JOB: 

· Process and coordinate all administrative functions of the Chief Executive’s office of the Polus Center (50% time)
· Assist and support Chief Executive Officer (50% time).

II. ESSENTIAL FUNCTIONS AND RESPONSIBILITIES:

· Administer payroll for the (50-employee) Polus Center:  gather timesheets,  report hours worked to payroll company; receive and distribute paychecks; process enrollment paperwork for new employees; check quarterly Social Security government reports for accuracy.
· Track benefits for employees and maintain insurance records; file insurance claims for employees; distribute information regarding insurance to employees; process new employee enrollment forms.

· Maintain multiple databases for the Polus Center (employees, providers, donors and potential donors, donations to and by the Polus Center, volunteers, contracts, CORI results, and DPCC reports; work with Training and Development Coordinator in Clinton office to ensure completeness and accuracy.
· Coordinate all mailing functions for annual fundraiser: invitations, announcements, acknowledgments.

· Coordinate advertisements to appear in programs and brochures.

· Track maintenance, registration, and insurance coverage for leased-vehicle fleet and office equipment.  Track expirations, and process and file paperwork
· Arrange travel for Chief Executive Officer; perform research as needed by C.E.O.
· Maintain all office files.

III. OTHER DUTIES AND RESPONSIBILITIES:
· Order office supplies and other related office equipment.
· Track and maintain required state and local government filings (e.g., Department of Environmental Protection).
· Sort and distribute Polus Center mail to Petersham address.  Open and file mail associated with Essential Functions listed above.
IV. SUPERVISORY RESPONSIBILITIES:  None
V. KNOWLEDGE AND SKILLS:

· Is familiar with and accepting of the guiding principles of the Polus Center, and is willing to strive to uphold, implement, and share those principles with individuals receiving services and their networks.
· Previous office experience helpful.  Knowledge of word processing and spreadsheet programs a plus.

VI. FISCAL RESPONSIBILITY:  None
VII. PHYSICAL DEMANDS:  Ability to lift deliveries of office supplies and occasionally moderate-sized office machines; manual dexterity for filing, typing.
VIII. WORKING CONDITIONS AND ENVIRONMENT:  Office; not air-conditioned.  Position currently occupies approximately 25 hours/week.
