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Office Services Manager
Job Description
Class: Non - Exempt							November 2018

Reports to: CEO 
POSITION OVERVIEW:
Responsible for directing and coordinating office services and related activities for the maximum utilization of services and equipment.  Provides high level  administrative support with strong business acumen relative to project management, workspace management, statistical research and report management, calendar management, committee management, and planning and directing employee events. Ideal candidate is a highly motivated, professional, tactful, confidential and capable of managing their work load and prioritizing tasks in a fast-paced ever-changing environment. This is an excellent opportunity to join a mission-driven service organization within the animal welfare industry. 
RESPONSIBILITIES:
· Provide logistical support for leadership including communication, calendar management, event planning, volunteer and staff liaison. 
· Manage wide variety of projects/tasks and deliver high-quality results in deadline dependent activities.
· [bookmark: _GoBack]Management of overall office operations
· Assist in reporting and data capturing for leadership team.
· Prepare internal and external documents for team members and industry partners.
· Arrange internal events such as employee events, meetings, board/committee meetings; takes minutes when required.
· Pick up and transport of supplies and donations
· Supervises the purchase or lease of office supplies, furniture, and office equipment in accordance with company purchasing policies and budgetary restrictions.
· Lead/manage Employee Engagement Committee, Internal Communication Committee and Safety Committee. 
· GPSPCA Ambassador to donors, volunteers, community leaders. 
· Fully supports in action, language, behavior and performance the priorities and decisions, of GPSPCA and the Foster team.
· May be required to perform other related duties as directed to meet ongoing needs of the organization
EDUCATION AND EXPERIENCE:
· Minimum five years administrative experience including two years executive support within corporate environment.
· Working knowledge of business office operations and processes; some knowledge of facilities management preferred.
· Strong command of all Microsoft Office programs including Word, Excel, PowerPoint, and Outlook. Specific emphasis on Excel and PowerPoint.
· History of work efficiencies in project management and handling diverse tasks and details within time constraints.
· College degree preferred or relevant job knowledge/experience.
· Known for trustworthiness, practicing strict level of confidentiality, tact and diplomacy.
· Excellent people skills; must be able to deal exceptionally well with diverse groups of people
· High value for quality, compassion, teamwork, collaboration and fun!
· Able to work well under pressure within an ever-changing environment.
· Practices the highest levels of respect for animals and people. 
· Comfortable working with and around animals
PHYSICAL REQUIREMENTS:
· Lift 50lbs to waist height
· Ability to work in environment with animals
· Frequent standing, sitting, walking, bending, lifting, stooping, carrying, and reaching

ADDITIONAL REQUIREMENTS:
· Schedule – Monday - Friday
· Possess a valid driver’s license
· On call support as needed (some weekends)
· Ability to work as needed in our Merriam KS and Independence MO locations

AT WILL EMPLOYMENT: There is no minimum period of employment guaranteed or implied by acceptance of an employment offer. It is the policy of Great Plains SPCA that employment is at will, which means that employment is for no specific term and that employment may be terminated by the employee or Great Plains SPCA at any time without cause. 
EQUAL OPPORTUNITY EMPLOYER: Great Plains SPCA is an equal opportunity employer. We do not discriminate against any employee or applicant because of race, color, sex, religion, age, national origin, disability, or any other basis protected by applicable federal, state, or local law. We assure you that your opportunity for employment with Great Plains SPCA depends solely on your qualifications. 
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GREAT PLAINS SPCA
Heroes for pets. Partners for life.




