
JOB DESCRIPTION

POSITION TITLE

Office Manager




REPORTS TO:
Director of Minnesota Center for Health Care Ethics

PRIMARY FUNCTION: 


The office manager is responsible for all day-to-day administrative and financial functions of the Minnesota Center for Health Care Ethics. This position supports 4.5 FTE employees and the Center’s board of directors.  The position requires strong organizational and budget management skills, as well as good communication skills, written and verbal. Incumbent deals with confidential, sensitive information on a regular basis.

AREAS OF RESPONSIBILITY:


1. 
Manages the Center budgets, including operating budget and grants (federal and other grants). Prepares financial reports and budget proposals for Board of Directors and sponsor organizations. Manages all deposits and accounts payable requests. Works with the St. Olaf College business office and Foundation and Government Relations office to reconcile records between the college and the Center.

2. Provides regular administrative support to the Center’s director and other staff members as requested. 

a. Directs informational requests to appropriate Center staff. 

b. Schedules meetings for Center staff, project staff, Board members, and special ad-hoc committees (both large and small, on site and off site). 

c. Manages the logistical details of conferences, meetings

3.
Manages communication with Center's Board of Directors and other professional, business, and academic constituents. 

a. Prepares documents, mailings, and minutes of each board and annual meeting

4. Conducts, researches, and coordinates research acquisitions from the St. Olaf library. 

a. Maintains all project and topic-related bibliographies

b. Maintains the Center’s resource library, files, and publications 

5.
Manages the development of printed materials for the Center; such as the Center’s annual 

report, newsletter, letterhead, etc. 

7. Manages the correspondence surrounding the publication of Center books, e.g., contracts with contributors, biographical information on contributors; and develops bibliography.  

8. Other office duties to include but not limited to: 

a. Orders and maintains Center supplies.  

b. Maintains the Center’s mailing list.

c. Participates in the finalization of the Center's Web Site (currently under development); responsible for maintenance and updates.

SUPERVISORY RESPONSIBILITIES: 
None

CONTACTS:
Board members, staff, partner organization members, project participants of all health system stakeholders, and public.
EDUCATION: 
Essential:
Associate Degree in Office Management or equivalent experience.


Desirable:
Bachelor’s Degree in a related field 

EXPERIENCE:
Essential:
Minimum 3 years executive administrative support level. Minimum 2 years experience with complex budget management and accounting responsibilities. Familiarity with etiquette and protocol related to board level support, interactions with multiple types of professionals and public.


Desirable:
Experience in the healthcare field; familiarity with medical terminology; familiarity with ethical issues in health care.

KNOWLEDGE, SKILLS, ABILITIES: 


· Ability to construct complex budgets; read and interpret budget information

· Basic accounting skills

· Excellent verbal and written communication skills. 

· Excellent computer skills; PC environment using the Microsoft Office Suite, with a high level of expertise in Word and Excel.

· Attention to detail and accuracy.

· Ability to multi-task.

· Ability to work with and respect confidential information. 

· Ability to work with minimal supervision.

PHYSICAL DEMANDS:
NA.

WORKING ENVIRONMENT:
Typical office environment, office located in Minneapolis.

WORK SCHEDULE:
FTE:
(Full-time Equivalent):  .75 FTE


Term:
Year-round position – 6 hours/day


Shift: 
Monday through Friday; Schedule to be determined; within normal business hours. 

APPROVAL:                                                Karen Gervais

DATE:




March 2006


