
Office Manager / Admin Assistant (Bilingual) $45 to $50,000

We're looking for an LGBTQ+ friendly motivated Office Manager/Admin Assistant to work the front desk and manage the office at Destination Tomorrow. You must be a natural organized multi-tasker and have a friendly demeanor, strong verbal and written communication skills and firm grasp on Outlook, Excel and Word.

Job Duties:

· Manage and organize both physical paperwork and email.
· Communicate with vendors, clients and staff as needed.
· Purchase and maintain office supplies.
· Assist with internal and external communications supporting program correspondence and information.
· Assist with creating and maintain program filing systems, both electronic and physical
· Answer phones
· Maintain staff work schedule.
· Prepare and communicate agency or program related messages to relevant staff.
· Assist with purchases for program needs, including supplies, technology, and food.
· Perform other general administrative functions as assigned.


Experience:
· 2 years of related experience
· Strong attention to detail and ability to multitask.
· Excellent written and verbal communication skills.
· Ability to work independently and meet deadlines.

