
Position Description: 
Office Manager 

This position description was developed to familiarize you with some of the responsibilities and duties of your position here. Please understand 

this position description can only highlight and summarize job duties. Circumstances are constantly changing. As a result, we may have to 

revise or supplement this description from time to time. This position description is not a contract or a promise and content is subject to periodic 

review and revision. It is your responsibility as a representative of UWFK to be courteous, respectful, and helpful to the public and to present 

UWFK in a professional manner. In your daily work, please keep our mission and vision in mind. 

Office Manager Position Description 
Reporting to the President and Chief Executive Officer (CEO), the Office Manager will have both internal and 

external facing responsibilities, ranging from partner and project management to administration and 

communications. The Office Manager will partner closely with the CEO and other staff to chart UWFK’s future 

growth and strategic response to an ever-increasing demand for our organization’s services. 

 

Responsibilities 
 

Administrative and Financial 
 Categorize and deposit checks and cash  

 Maintain and submit Accounts Payable each month 

 Regularly check Post Office box, keep all partners and correspondence up to date on address and accurate contact 

information 

 Prepare and distribute board meeting packets and monthly minutes 

 Manage flow of office, including organization, ordering supplies, and answering telephone 

 Assist in collection and distribution of audit-related documentation 

 Provide back-office coordination and administrative assistance for special events 

 

Community Impact Management 
 Assist in coordination of annual site visits, including community volunteers and applicant partner agencies 

 Collect and tabulate all applicant grant evaluation scores 

 Manage funded partner agency oversight, including collection and analysis of interim and end of year reports 

 Assist with administration and management of direct-impact projects, including VITA, Imagination Library, 

Literacy Kits, Poverty Simulations, and others as relevant/ applicable 

 

Capacity Building 
 Provide relevant assistance where appropriate to other staff for ongoing projects and operations 

 Assist with documenting special projects and events, including promotional photos, stories, and other relevant 

artifacts 

 Identify and engage with relevant professional and staff development as appropriate 

 Maintain awareness of best practices and internal systems with a focus on future needs and budget capacity 

 Other duties as assigned 

 

 

Qualifications 
 Track record delivering superior results 

 Success in roles requiring execution of multiple tasks while responding to multiple priorities 

 Proven ability to work with efficiency, flexibility, and good humor 

 Demonstrated ability to build and maintain relationships with a wide array of people – junior and senior, for-profit 

and nonprofit, and from diverse backgrounds 
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 Operates with excellence in mind in all matters, with the confidence to defend/debate ideas without ego 

interfering 

 Outstanding communication and interpersonal skills are essential 

 Passionate about United Way of the Florida Keys’ mission and impact 

 Ability to exercise tact and diplomacy in organizational settings 

 Self-starter, self disciplined 

 Spark, imagination, creativity 

 Remain focused in the face of pressure, delivers against timelines, not intimidated by tasks/time limitations 

 


