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OFFICE MANAGER 
PART TIME POSITION 
 
GENERAL RESPONSIBILITIES: 
 
Supports company operations by maintaining office systems, collaborating with fiscal manager, supplying office 
inventory, program and meeting materials, correspondence, and providing administrative support as needed.   
 
 
SPECIFIC RESPONSIBILITIES INCLUDE: 
 
Office Management 

- Oversee and support all LWB administrative needs in order to ensure effective program operations 
- Oversee office operations  
- Manage reception desk, receive and route incoming mail and phone calls 
- Organize, maintain and update LWB records, database and email distribution lists 
- Order/maintain inventory of office supplies, subscriptions, equipment and program materials 
- Handle maintenance calls for all office equipment 
- Prepare fundraising correspondence  
- Manage reservations for events 
- Coordinate event details, attendance lists, registration table, and preparation of nametags/materials 
- Secure gifts for participants and awards for honorees 
- Assist in assigning tasks and duties to senior aide, interns and volunteers 
- Work with colleges to secure fall/spring interns 

 
Communications 

- Schedule meetings and reserve meeting space for Board, Advisory Council, and committee meetings 
(plan refreshments as needed) 

- Prepare meeting agendas and materials, compile and distribute all meeting minutes 
- Send meeting notices out and follow up with reservations 
- Prepare thank you letters for program contributors and sponsors 
- Assist in the preparation of all mass mailings and mailing labels 
- Work with LWB team to coordinate all administrative support and program logistics 
- Attend LWB and community programs and events as needed, and assist at events when necessary (i.e. 

manage registration, program logistics, etc.) 
 
Bookkeeping 

- Act as liaison to fiscal manager 
- Coordinate with fiscal manager to 

⋅ Maintain all LWB financial accounts  
⋅ Manage project group fundraising accounts 
⋅ Prepare invoices 

- Reconcile photo copying and postage costs 
- Make bank deposits 

 
Additional duties as assigned 
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QUALIFICATIONS: 
 
Proficiency in Microsoft Office and Google suite, database software (i.e. Salesforce) and supply management. 
Should demonstrate excellent administrative and interpersonal communication skills. Minimum of two years’ 
experience in an administrative/office management capacity and familiarity with QuickBooks preferred.  

 
                                      

The intent of this job description is to provide a representative summary of the major duties and responsibilities of 
this position. Incumbents may be requested to perform job-related tasks  

other than those specifically presented in this description. 
 

 
 Résumés with references can be emailed to info@leadershipwilkes-barre.org. 
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