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Cooperative Development Institute
	Job Title:  Office Manager
	Reports to: Executive Director

	Department: Cooperative Services
	Job Grade: Full time, $35-40,000 plus benefits

	Revision Date: March 2015
	Fair Labor Standards Act (FLSA):  Salaried/Exempt          


Position Overview : Responsible for managing the office  and human resource functions effectively and efficiently to support the ongoing work of CDI to build the cooperative economy in the Northeast. Responsible for enforcing office and human resource policy and procedures to ensure stability of business operations.
Essential Job Functions: 
1. Designs and maintains office systems that ensure administrative support is high quality and user friendly: contact relationship management, communications technology, document filing, reporting, project management, evaluation, accounting, and other necessary systems.

2. Does bookkeeping for CDI: payroll, invoices, fiscal sponsorships, expense reports, etc.
3. Responsible for office coverage: phone duty, mail and fax processing.  
4. Responsible for enforcing office policy and procedure.
5. Responsible for CDI storage, CDI equipment maintenance and insurance, and purchasing functions. 
6. Responsible for Human Resource functions to include maintaining employee records, providing up-to-date policy and procedure information for new staff orientation and communicating changes to current staff with an emphasis on protecting the organization from discrimination complaints and/or violation of employment law.

7. Manages logistics for ~4 CDI retreats annually; arranges all tasks related to retreat logistics including securing space, researching requirements, and arranging food.

8. Provides administrative support to the Board including assisting in scheduling, providing board materials before meetings and maintenance of corporate record books.

9. Functions as a creative team member, sharing information effectively to assist others in carrying out CDI’s work.  Builds positive and strong relationships with other CDI staff.  Demonstrates accountability in job performance.
10. May be required to perform duties/functions of lesser or greater responsibility as the need arises.

11. Responsible for role modeling professional standard of behavior. Takes this role within the organization, is consistently respectful and professional with staff and customers.  

Minimum Requirements

1. A minimum of five years office environment experience 
2. Computer proficiency, including computer networks and office machinery functions
Knowledge Skills/Abilities

1. Excellent computer and technology skills
2. Excellent organizational ability
3. Excellent interpersonal skills,  customer service oriented
4. Ability to think critically and solve problems

5. Demonstrated proactive and team-oriented leadership required.
6. Substantial knowledge of spreadsheet, database software
7. Ability to work well under pressure with critical deadlines.
CDI is an equal opportunity employer and provider. 
NOTE:  This job description is not intended to be all-inclusive. Employee may perform other related duties as negotiated to meet the ongoing needs of the organization.
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In accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from discrimination on the base of race, color,
national origin, sex, age, or disability. (Not all prohibited bases apply to all programs.) To file a complaint of discrimination write USDA, Director, Office of Civil Rights,
1400 Independence Avenue SW, Washington, DC 20250-9410, or call (800) 795-3272 (voice) or (202) 720-6382 (voice and TDD).
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