
LMCH POSITION DESCRIPTION  

April 2016   

 

Effective Date: April 2016    Position Title:  Office Manager  

 

Level:  IV     Job Status: Full Time, Salary, Exempt     

  

Immediate Supervisor:  Robert Clift, Camp Manager 

 

Primary Purpose of the Position: This is a leadership position responsible for organizing, 

coordinating, and performing office operations and procedures; in order to ensure organizational 

effectiveness, efficiency, and safety.  This position will actively participate in the daily office 

operations and strong financial, HR, and IT knowledge is expected. 

 

Essential Functions: 

 

 Manage the office operations, procedures, and budgets by reviewing, assigning, monitoring, and 

performing a wide range of administrative activities with minimal supervision.  Accurate and 

timely reporting is critical.  Working collectively with the staff is central. 

 

 Work closely with the LMCH Finance Consultant to ensure financial accounts are reported and 

maintained accurately; manage relationships with vendors, service providers, and contractors, 

ensuring that all items are invoiced and paid on time; and help prepare annual audit. 

 

 Maintain and enhance LMCH’s human resources by planning, implementing, and evaluating 

human resources policies, programs, and practice.   

 

 Provide basic IT monitoring and maintenance to the computer systems of LMCH by diagnosing and 

solving hardware and software issues, training staff on software usage, and communicating with IT 

consultant on larger issues.  

 

 Accomplish staff results by communicating job expectations; planning, monitoring, and appraising 

job results; coaching, counseling, and disciplining employees; developing, coordinating, and 

enforcing policies, procedures, and productivity standards.   

 

 Work closely with the Camp Manager to plan, organize, and schedule meetings, appointments and 

events; effectively communicate with volunteer committees and membership; and ensure all 

permits and licenses are valid and up to date. 

 

 Provide excellent customer service to members and visitors by collectively working with the office 

staff to enforce quality and customer service standards; analyze and resolve quality and customer 

service problems; and identify and recommend system improvements.   

 

Other:  Promotes policies that are sensitive to the needs of a diverse organization.  Respect employees 

regardless of their position or background.  Participates in meetings, training programs, and seminars 

as designated by the supervisor.  This job description in no way states or implies that these are the only 

duties to be performed by the employee in this position.   



Minimum Qualifications: 

 

 Education in office administration or equivalent training and experience 

 5 or more years of experience in an office administration role 

 Proficiency with Microsoft Office and QuickBooks  

 Must be able to obtain a commission as a Notary Public for the State of Washington 

 Must be able to obtain First-Aid and CPR certification 

 

Knowledge, Skills, and Abilities:   

 

 Strong leadership skills with a proven ability to delegate, lead, and manage staff 

 When needed, ability to cover all duties of the office staff is crucial 

 Must be able to communicate effectively to membership and have positive customer service skills 

 Must be able to follow procedures, multi-task, meet deadlines, and produce high quality work 

 Aptitude for the operation of a copier, postage machine, computers, and other office equipment 

 Professional presentation, excellent writing, and oral communications skills are essential 

 Experience in HR processes, budget management, inventory control, note taking, and reporting 

 Reasonable and professional workplace attire in neat and clean condition is expected   

 

Job Conditions:  Must be able to remain in a stationary position at least 50% of the work day and 

occasionally move about inside the office to access file cabinets, office machinery, and other duties.  

Possess the ability to accurately communicate with members, staff, and the general public.  Must be 

able to occasionally move packages and equipment, weighing up to 40 pounds, short distances.  Must 

be able to monitor a video surveillance screen. 
 

Minimum Work Schedule:  A 40-hour, modified work week, Thursday through Monday is required 

with some after hour and weekend work as needed. 

 

Core Values:  Live, honor, and own the organization’s Core Values 
 

 Integrity:  We will act with honesty and abide by the highest standards of moral and ethical 

principles through our personal and professional conduct. 

 Sustainability: We will conduct business in a socially responsible and ethical manner making the 

most appropriate use of our resources in delivering services to our members.   

 Empowerment: We will provide guidance needed for individuals to take initiative in generating 

powerful ideas, taking risks to find unique solutions, and learning from failure. 

 Teamwork:  A fundamental trust in and respect for each other, is integral to our success.  

 Accountability: Being accountable to each other, our members, and the public, as well as to the 

excellence, timeliness, and integrity of our work. 

 Safety: We will take a proactive approach to identifying and preventing safety issues and take 

immediate action when a safety issue is identified. 

 

Employer’s Rights:  LMCH reserves the right to revise this position description at any time.  This 

position description is not a contract for employment implied or otherwise, other than an “at will” 

relationship.  Incumbent will be evaluated in part based upon the performance of the tasks listed in this 

position description.  


