
 

 

 

JOB DESCRIPTION 
 

OFFICE MANAGER 
 

Department:  Operations Reports to:  Executive Director FLSA Status:  Non-Exempt 

 
About Us 

Children’s Center is a private, non-profit child abuse intervention center accredited by the National 
Children’s Alliance.  Our mission is to work with the community to end child abuse and neglect through 
assessment, treatment, and prevention. Children are referred to us by law enforcement agencies, child 
protective workers, parents, teachers, health care providers, and others concerned for their welfare. 

Summary 
Reliable, consistent, and user-friendly processes and systems are a key to the success of Children’s 
Center.  The Office Manager will ensure steady workflows and uninterrupted service in our clinical 
facility.  A strong and reliable support to the organization, the Office Manager maintains and creates 
procedures regarding facility operations & maintenance, medical billing, technology, safety, and 
security.  Not only does the Office Manager allow Children’s Center to achieve organizational and fiscal 
efficiency, but the role is valuable to creating a healthy and positive work environment too. 
 

Essential Functions and Responsibilities 

• Develop and oversee office operating procedures.   

• Participate in the development and administration of Children Center policies and procedures. 

• Act as liaison between Children’s Center staff and vendors including: information technology 
services, bookkeeping, medical billing, janitorial, and landscaping. 

• Initial volunteer orientation and integration. 

• Act as primary liaison with tenants (Morrison Child & Family Services). 

• Assist in representing the organization to the public, volunteers, and partners. 

• Other responsibilities, as agreed with the Executive Director. 
 

Office Management 

• Open and process the mail each day; Deposit checks each day 

• Order office supplies and client amenities, as-needed 
 

Finance, Insurance, & Medical Billing 

• Collaborate with contracted Medical Biller, Database Administrator, and Clinical Staff to establish 
efficient and effective medical billing systems. 

• Uphold standards established in Financial Policies and Procedures 

• Mail and file checks, receipts, and other payment documentation each week (electronic & paper) 
 

Technology 

• Oversee administration of network and other communication systems (e.g. phones); act as Security 
Officer.   
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• Ensure data security is preserved and maintained and that confidentiality requirements are met in 
the processing and storage of data including backup systems. 

• Supervise processes and procedures for technology, software, and database utilization across 
organization to ensure the overall well-being and security of the systems and tools in place. 

 
Safety, Security & Facility 

• Oversee the maintenance and repair of machinery, equipment, and electrical and mechanical 
systems.  Direct maintenance/repair workers, cleaning teams, and similar vendors.  Serve as point of 
contact for building users and tenants. 

• Participate in establishing safety standards so the facility supports safety of staff and guests. 

• Maintain a facility and processes for using the facility that create a client-centered atmosphere; 
communicate related processes and procedures clearly with staff. 

• Regularly monitor the facility to ensure that it remains safe, secure, and well maintained. 

• Collaborate with Executive Director for to plan repair, maintenance and upgrades driven by 
environmental factors, efficiency improvements, ensuring the facilities meet government 
regulations as well as environmental, health, safety, and security standards for buildings, grounds, 
and equipment. 

 
Organization Records Management 

• Oversee organization, storage and destruction of electronic and physical files for the organization 
(finance, employee, medical and donor); collaborate with Medical Clinic Director with regards to 
organization and storage of medical records.   

 
Volunteer Coordinator 

Support volunteer program for Children’s Center in collaboration with Children’s Center Leadership in 
general, specifically with the Executive Director 

• Participate in the development of policies and procedures which guide the volunteer programs and 
services. 

• Identify volunteer assignments that provide meaningful work for volunteers and useful assistance to 
staff. 

• Conduct ongoing evaluation of the programs and services delivered by volunteers and implement 
improvements as necessary. 

• Develop and implement effective strategies to recruit volunteers with skills to benefit the Center. 

• Follow screening and interview protocol for potential volunteers to ensure the best match between 
the skills and interests of the volunteers and Children’s Center’s needs. 

• Follow training protocol for new volunteers; update and communicate updates in Volunteer 
Protocols as-needed. 

• Ensure all volunteers work in a safe, healthy, and supportive environment in accordance with all 
appropriate legislation and regulations.  

• Establish and maintain regular communication with volunteer base. 

• Plan and implement regular formal and informal volunteer recognition activities to recognize the 
contribution of volunteers to the organization (monthly, quarterly, etc.) 

• Maintain accurate and current volunteer records in donor database. 
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REQUIREMENTS 
To perform this job successfully, an individual must be able to perform each essential function 

satisfactorily with or without reasonable accommodation and without posing a direct threat to safety or 

health of employee or others. The requirements listed below are representative of the knowledge, skill, 

and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities 

to perform the essential functions. 

• Three or more years related experience; or equivalent combination of education and experience. 

• Experience managing medical office environments preferred; knowledge of medical billing, 

insurance contracting, and healthcare systems operations required 

• Advanced computer skills in office software including databases, spreadsheets, word processing, 

presentation creation as well as scheduling and/or project management software.  Demonstrated 

proficiency in working with Microsoft Office suite. 

• Proficiency with organizational skills, attention to detail, and problem-solving 

• Strong communication skills in English (via phone, in-person; both written and verbal – including 

grammar & clarity).  Ability to read and comprehend instructions, correspondence, and memos. 

• Discreet in handling confidential matters, tactful and diplomatic in dealing with the public, Board 

members, volunteers, donors, visitors, and other employees. 

• Ability to effectively present information and ideas in one-on-one and small group situations. 

• Spanish-language skills preferred. 

• Collaborate with Executive Director to prioritize workload and ensure timely completion of tasks. 

• Participate with team in a manner that supports Children’s Center’s mission and values. 

• Develop and maintain positive working relationships at all levels of the organization and with 

external partners to support our customer-centered, caring and collaborative culture. 

• Maintain punctual, regular and predictable attendance; 32 hours per week 

• Maintain current and accurate filing systems (electronic and paper) 

• Perform other job duties as assigned. 

 

WORK ENVIRONMENT   
The issue of child abuse and neglect, and the work at Children’s Center, is emotionally challenging at 
times.  You will hear many stories related to child abuse and neglect and be exposed to cultural and 
socio-economic diversity on a regular basis. 
 
This job operates in a professional clinical office environment. This role routinely uses standard office 
equipment such as computers, phones, copiers, and scanners. The noise level in the work environment 
is usually moderate with moderate distractions.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform essential functions. 
 
A criminal background check and a department of Human Services Child Welfare background check is 
required for employment at Children’s Center and will be completed for finalists. 
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In accordance with Federal law and U.S. Department of Justice policy, this organization is prohibited 
from discriminating based on race, color, national origin, disability, religion, sex, or age. 


