
OFFICE MANAGER




Cleveland County CASA, Inc.

Job Description





Norman, Oklahoma

QUALIFICATIONS

1. Minimum of two years college.

2. Minimum of three years secretarial work experience.

3. Typing ability (word processor/computer skills).

4. Ability to interact positively with the public, volunteers, board members, court and state personnel.

5. Ability to maintain statistical program data, files and record systems, financial records

SUPERVISION

The Office Manager shall be directly responsible to the Executive Director of Cleveland County CASA, Inc.

DUTIES

A. General Duties

1. Responsible for all general clerical duties.

2. Answer and screen all phone calls.

3. Purchase office supplies as directed and within budget guidelines.

4. Participate in bimonthly staff meetings.

5. Supervise volunteers who assist in the office

6. Maintain current mailing lists on active CASA volunteers, Board members, donors, and other pertinent lists.

7. Other duties as assigned by the Executive Director.

B. Volunteer Duties

1. Disseminate program information to any person making an inquiry.

2. Receive applications, mail reference forms, initiate background checks and set up volunteer files.  Monitor screening process.

3. Assist with volunteer training and in-services; mails notices of meetings to all volunteers.

4. Responsible for procuring necessary paperwork to assign, rescind or close cases.

5. Schedules court observation for new CASAs and notifies appropriate court personnel.

6. Responsible for tracking court dates and notifying volunteer and staff.

7. Assists volunteers with necessary correspondence and Court Reports; distributes Court Reports to appropriate court personnel and professionals.

8. Consults with volunteers in absence of the Volunteer Coordinator and as appropriate.

9. Maintains volunteer files; records training and in-service attendance; documents volunteer hours.

10. Maintains CASA case files.

C. Administrative Duties

1. Maintains program statistics and prepares monthly reports.

2. Prepares monthly financial reports for the Board meeting and maintains financial records for the organization.

3. Works with the Executive Director and Treasurer in processing and paying the monthly bills.

4. Responsible for recording and preparing the minutes for the Executive Committee and for the Board meetings.  Mails agenda and meeting notices to the Executive Committee and the Board.

5. Maintains donor records for the organization.  Acknowledges all donations.

EMPLOYEE CLASSIFICATION:  Full time, exempt.
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