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Rebuilding Together San Francisco

OFFICE MANAGER
Job Description

Organizational Summary 

Rebuilding Together San Francisco, established in 1989, provides free home repairs and renovations for low-income, elderly and disabled San Franciscans and for nonprofit and neighborhood facilities. Thousands of volunteers join our efforts each year.  

Rebuilding Together San Francisco (RTSF) is a local affiliate of Rebuilding Together, a national organization that includes more than 220 affiliates serving 550 communities nationwide, and mobilizing thousands of volunteers each year. 

More information about us can be found at www.rebuildingtogethersf.org.  
Position Summary
The Office Manager handles the administrative functions of RTSF and provides support to the Executive Director and staff with marketing and program activities as needed.  The Office Manager will join an organization with a dynamic board and staff who are highly dedicated and passionate in creating and accomplishing the mission. 

Rebuilding Together San Francisco (RTSF) has an annual budget of about $760,000 and will have a staff of four full-time and three part-time employees.  This position reports to the Executive Director.
Primary Responsibilities 
Ensure an administratively smooth-running organization 

· Implement and maintain administrative processes, including paper and electronic filing system

· Maintain financial processes, including processing incoming revenue, invoices, payroll and bills, health benefits, insurance.  
· Keep offices physically neat and well-organized: Keep paper trays stocked; printer areas clean; shelves and supplies clutter free and current; and records of inventory, passwords and processes up-to-date and accessible.
· Create a process for tracking software and computer inventory so that upgrades/updates and reassignment of hardware can happen smoothly, as needed

· Maintain computer, network and phone systems, working with outside IT support as needed. 

· Maintain HR processes, including recruiting and orienting volunteers and temporary staff, collecting and tracking timesheets, calling in payroll.  Manage office volunteers as needed. 
· Maintain office supplies and identify and execute on other activities that strengthen operations and working culture.

Administer Salesforce database. 

· Assist all staff in understanding and utilizing Salesforce consistently and with ease. 

· Enter and maintain program and development records and reports.
· Work with consultant to identify and implement Salesforce improvements that would help processes run more efficiently for all work areas, such as fundraising and programs.

Provide scheduling support and executive assistance  

· Provide support to Executive Director in managing information flow and special projects

· Compile and distribute board packets in advance of meetings.

Support organization’s marketing and outreach
· With input from Executive Director and Staff, draft, edit and send quarterly HTML newsletter using Constant Contact. 

· Provide support on all agency communications, including printed and electronic newsletters, website copy, sending press releases, and annual report
· Under direction from the Executive Director, manage direct mail campaigns including generating lists, creating materials, organizing distribution, managing timely acknowledgment process and tracking donors (in-kind and financial). 
· Keep marketing brochures up-to-date and maintain supplies

· Ensure prompt processing, acknowledgement and stewardship for all donors and volunteers

Support the organization’s events and program needs

· Work in coordination with program staff to help manage volunteer events such as kick-off, trainings, and parties. 

· In collaboration with program staff, review and update program manuals and event collateral. 
· Help organize Rebuilding Weekend events, including planning, volunteer or staff coordination, invitations, registration tracking, and set-up/ tear-down.  
Serve as point-of-contact for incoming calls 

· Serve as first line of contact for inbound donations and grants

· Provide clear information to inbound calls from clients for services, including being able to provide initial assessment of eligibility. 

Education and Experience Required:  



· Strong customer service background and mindset 
· Attention to detail and exceptional follow-through 

· Excellent verbal and written communication skills 

· Computer proficiency in Word, Access, Excel and Outlook.  
· Education:  BA or equivalent
· Minimum four years of office management experience, preferably with a nonprofit organization.

· Excellent organizational skills and demonstrated ability to implement new systems that keep a small office running smoothly
· Ability to handle confidential matters

Recommended Skills 
· Commitment to serving low-income communities 

· Knowledge of San Francisco, its neighborhoods and public services helpful

· Bilingual skills in Spanish or Mandarin a plus

· Volunteer coordination and event planning experience helpful
· Salesforce.com Certified Administrator ideal or similar database experience
Compensation and Application Information 
This is a part time position, 20 – 25 hours/week, at $15 - $18/hour commensurate with experience.  There are no benefits included with this part time position.  

To apply, email a cover letter and resume to info@rebuildingtogethersf.org, subject line “Office Manager.” Email strongly preferred. 
Or send to “Office Manager” at Rebuilding Together San Francisco, Pier 28 The Embarcadero, San Francisco, CA 94105. 

Deadline for submitting a resume is August 31, 2009. 

Rebuilding Together will provide equal employment opportunity without regard to race, color, gender, age, disability, religion, national origin, marital status, sexual orientation, ancestry, political belief or activity, or status as a veteran. 
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