Solano Diversified Services, Inc.

Position Description

	Title:


Office Manager

	Reports To:  
Program  Manager/Administrative Assistant
	Status:  Non-exempt


Primary Purpose:
Responsible to oversee all office functions in a day program and provide clerical support to the agency
Qualifications:

Education/Experience:
High school graduate.  Must have two to five years experience.  Proficient in Microsoft Word, Excel and Quickbooks.  Must have Accounts Receivable and Accounts Payable experience.
Other:
Must be an action-oriented person with excellent written and oral communication skills and strong inter-personal skills.  Must be highly organized and have good time-management skills.  Must type at least 45 wpm.  Have a vehicle in safe working condition.  Valid California driver's license with an acceptable driving record, and proof of insurance.  Must be able to pass a criminal clearance.  
Dimensions
	%Time
	ED
	Freq.
	*** Essential duties

	50
	***
	OG
	Provides clerical support which include:  greeting visitors and staff, answering phones, taking messages, word processing, collecting daily mail, filing, and general office work.

	25
	***
	OG
	Develops and maintains confidential participant files, maintains ongoing participant data and types reports, updates weekly schedules, and maintains petty cash fund.  Completes daily vehicle maintenance checklist and ensures vehicles are receiving their scheduled maintenance.  

	20
	
	OG
	Inputs daily attendance data on computer, dispenses monthly petty cash, completes monthly billing, and calculate participant payroll, staff mileage records.  Records and types bi-weekly staff meeting minutes.  Issue agency gas card, cell phone and van keys to staff daily. Makes bank deposits and orders supplies when needed.

	5
	
	AS
	All other duties as appropriate and assigned by Program Manager and Administrative Assistant.


Acknowledgment:

· I acknowledge and understand the above essential job functions.
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