Southeast Uplift Neighborhood Coalition

Position Description: Office Coordinator 

OVERVIEW: The Office Coordinator answers calls and greets visitors, provides information and referral, supports neighbors with Block Parties and other special events, manages tenant relations and meeting room reservations, keeps neighborhood association contact information up-to-date, and provides financial and administrative support to the organization and board of directors.

REPORTS TO: Executive Director

STATUS: Fulltime, hourly, non-exempt

ESSENTIAL FUNCTIONS:

Telephone Answering, Information & Referral

· Answer calls and greet visitors with a responsive and friendly attitude

· Provide information to callers and/or make referrals to other organizations

Block Party and Special Event Support

· Guide neighbors in completing their applications, faxing completed applications to PBOT, and maintaining an up-to-date spreadsheet and hard copy of all applications

· Manage receipt of Block Party application fees

· Manage event-related requests for liability insurance and additional certificates of insurance

Board of Directors Support

· Update board of directors roster and board binder materials

· Prepare and distribute monthly board packet based on direction from Executive Director

· Set up Fireside meeting room for monthly board of directors meeting

Tenant Relations and Meeting Room Reservations

· Maintain up-to-date lease agreements with all tenants and track rent payments

· Assist tenants with any administrative (non-facility) issues

· Manage Fireside Room rentals, including payment of rental fees, deposits

· Issue and track keys and key fobs

Neighborhood Association Support

· Manage quarterly updates (board member contact info, neighborhood association meeting schedules) for the ONI Directory

· Assist with welcome mailing to new and returning NA leaders

· Work with Neighborhood Support Team members to assure timely archiving of NA minutes and other special projects

Financial Support

· Accounts receivable and payable including coding invoices, issuing checks, deposit preparation, and maintain official records according to GAAP and internal policies

· Alert Treasurer when bank statements have arrived

· Prepare bi-monthly payroll report, maintain annual processing schedule and send reminders to staff

· Maintain accurate records of expenditures against fiscal sponsorships and small grants, providing activity reports quarterly to those groups, staff and board

· Monitor grants and contracts for compliance with goals, program functions, contractor responsibilities, billing and payment procedures, records maintenance, insurance requirements, and budgetary restrictions

· Coordinate general liability, building, and workers compensation insurance renewals and all other insurance related activities

· Collaborate with Executive Director on human resources issues 

· Work with outside bookkeeper on monthly, quarterly and yearly reconciling and reporting

Other Administrative Support

· Provide support with photocopying, labels, finalizing documents, and other special projects

· Conduct annual inventory of physical assets

· Assist with building-related issues including security, maintenance and janitorial

· Be knowledgeable of all office machines including Apple desktop and server computers, telephone and voicemail systems, postage, copiers, faxes, modems, routers, etc

· Ensure database is up-to-date with neighborhood association contacts, donors, board members, volunteers
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