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Job Title: Office Manager

Position summary:

Perform a variety of clerical and administrative duties in support of the day-to-day business activities at the Ogden Nature Center, under the direct supervision of the Executive Director, and acting primarily as assistant to the Executive Director

List of essential functions and responsibilities:

1. Orient new employees to the Ogden Nature Center. (New employees’ immediate supervisor shall be responsible for specific job and department orientation and training.)

2. Assist employees with employment paperwork and questions about benefits.

3. Ensure that insurance policies are up to date, including property, vehicle and liability insurance.  Review insurance policies in June of each year.

4. Maintain and Update the physical asset inventory.  The inventory is a Filemaker Pro database

5. Assist Executive Director in scheduling and preparing materials for staff, committee and board meetings.  This includes preparing copies of materials, preparing power point presentations, preparing rooms for the meetings by setting up tables, chairs, and sending out meeting notices

6. Prepare new board member manual and update existing manuals before the January board meeting each year.

7. Maintain and research purchase of office machines and office supplies.
8. Coordinate I.T. needs and assist other staff with computer issues. 

9. Ensure that vehicles are being maintained according to recommended schedules, and checking the logs on a regular basis.

10. Maintain current status of business permits, licenses, animal permits, and any reports required to keep permits and licenses current.  

11. Assist with bulk mailings.

12. Assist with ticket sales and registration for programs and events.
13. Assist with rental of facilities, and checking the online calendar to ensure all needed information is available.  Coordinate with maintenance staff to make sure facilities are ready and setup for rentals. 

14. Train, supervise, and schedule Visitor Services staff.

15. Fill in at Visitor Services desk and help answer phones when needed

16. Assist Executive Director with filing.

17. Prepare daily deposit.

18. Keep member/donor database updated and generate thank you letters, renewal letters, and other membership/donor related communications as assigned.

19. Interface with cleaning company

20. Other duties as required

Qualifications:

· Committed to the ONC Mission: to unite people with nature and to nurture an appreciation and stewardship of the environment.
· Able to communicate orally and in writing in a clear and concise manner.

· Able to balance a variety of tasks and assignments while meeting established schedules and time lines.

· Able to exercise a high degree of discretion and independent judgment when dealing with issues confidential in nature while performing duties or when in attendance at authorized meetings.

· Able to walk one mile outside in all weather conditions and on uneven terrain

Education, skills, and/or experience required:

College degree preferred.  Excellent writing and verbal communication skills. 

Trained in the use of computer software for 

word processing

spreadsheets

databases 

graphics 

desktop publishing 

electronic presentations

Special skills, abilities or requirements

· Maintain a current, valid Utah driver’s license.  Use of a personal vehicle may be needed for off-site errands.

· Available for occasional meetings and special events which are held in the evening or on weekends.

How to Apply

Please fill out an application on our website (www.ogdennaurecenter.org) and submit with a resume and contact information for 3 references to 

Emily Martin

966 W. 12th Street

Ogden, Utah 84404

emartin@ogdennaturecenter.org
801-621-7595

Deadline to Apply

May 12th, 2015
