HEAD OF THE LAKES UNITED WAY

POSITION DESCRIPTION

	Job Title:
	Office Coordinator


	Reporting To:
	Finance and Operations Director



	Exempt OR
Non-exempt:
	Non-exempt



	Core Hours:
	Full-time, 37.5 hours per week. Office open Monday-Friday, 8:30am to 4:30pm.  Must be able to work a flexible schedule with the possibility of some early morning, evening, and weekend work.



	Salary and Benefits:


	Starting salary from $19.55/hour to $22.05/hour commensurate with experience.  Health benefits and Earned Sick and Safe Time (ESST) provided.


	Overall Purpose
of This Role:

	The Office Coordinator is responsible for both general and clerical tasks around the HLUW office.  This position involves general office organization and streamlining operations throughout the organization.  Additional tasks include donor and stakeholder engagement, training personnel, preparing workstations for new hires, and technology support.
The Office Coordinator participates in United Way’s commitment to excellent customer service through positive relationship-building with donors, community partners, and United Way staff.



	Key Accountabilities:
Additional Accountabilities:


	· Facilitate effective intra-office communication, ensuring office-related information is shared appropriately with the staff team

· Organize and schedule appointments for the President
· Answer and direct phone calls
· Open and distribute office mail
· Plan, attend, and take detailed minutes for regular board and staff meetings

· Write and distribute emails, correspondence memos, letters, faxes and forms

· Assist in the preparation of regularly scheduled reports

· Develop and maintain a filing system

· Update and maintain office policies and procedures, and recommend operations improvements to the management team
· Monitor and order office supplies, and research new deals and suppliers

· Maintain contact lists

· Book travel arrangements

· Provide general support to office visitors

· Act as the point of contact for internal and external community partners
· Answer emails from patrons and clients and direct them to relevant staff

· Train new employees on office operations, prepare their workstations, and organize their employment paperwork
· Support staff use of the Andar donor database system, including linking them with training opportunities, running reports, entering data, and other projects as needed
· In support of the Finance and Operations Director, serve as a liaison between HLUW and Managed IT Services provider Citon and other technology vendors

· Track and report to the HLUW management team and staff on progress with current office projects, technology upgrades, and issue resolution
· Serve as the primary contact with building owner/manager Titanium Partners for maintenance and cleaning issues, and for the scheduling of conference rooms on the Superior Street level of the Ordean Building
· Report office progress to the management team and work with them to improve office operations and procedures
· Maintain collaborative working relationships with United Way staff and partners

· Use tact and judgment in working with others effectively

· Provide exceptional service to both internal and external patrons
· Attend organizational and committee meetings as directed

· Perform other duties as assigned


	Supervision and Working Relationships:
	· Position works under the direct supervision of the Finance and Operations Director
· Position works with United Way staff, donors, volunteers, and external vendors as appropriate



	Education,

Training, and

Prior Work

Experience

Required:
	· Two to three years of related work experience in office administration
· Knowledge of office management systems and procedures

· Working knowledge of office equipment, including printers, scanners, postage meters, and fax machines
· Excellent project coordination, verbal, and written communication skills

· Strong time management and organizational skills, attention to detail, and the ability to work independently
· Strong community- and relationship-building skills

· Ability to prioritize and balance competing demands; ability to plan and meet deadlines

· Ability to recognize potential problems and formulate actions and reactions
· High degree of confidentiality


	Technical Knowledge:
	Proficiency with Microsoft Office, including Word and Excel, and the Internet; familiarity with database/customer relationship management systems preferred


	Physical Demands:
	The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
The person in this position regularly is required to remain in a stationary position, and frequently operates a computer and other office productivity machinery such as a calculator, copier, printer, and scanner.
The person in this position needs to move about inside the office occasionally to access file cabinets, office machinery, etc.
The person in this position frequently communicates with the organization’s community partners, vendors, office volunteers, and other members of the HLUW staff team.  They must be able to exchange accurate information in these situations.


	Disclaimer: This description reflects management’s assignment of essential functions and does not proscribe or restrict the tasks that may be assigned. The job description is subject to change at any time.
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