
Office Manager

Organization Type: Christ Centered Non-Profit

Hours: Part-time, 25 hours per week on-site. Monday to Friday 9:00 - 3:00.

Job Summary

This role is responsible for general administrative tasks that support the financial and human resource

operations of Wings of Refuge. Manages a centralized office supply process for all locations. Responsible for

general cleaning and regular maintenance of the office building and grounds.

Note: Wings of Refuge follows a trauma-informed care approach and due to the nature and sensitivity of the work

we do, a bona fide occupational qualification is that we can only hire women into this position.

Job Responsibilities

Financial Administrative Support

● Responsible for month-end financial tasks that includes but is not limited to the reconciliation of all

bank accounts and credit cards, journal entries, and running reports as necessary.

● Coordinate the monthly credit card process by sending employee's their individual statements. Work

with leaders to ensure employees are completing the process on time. Upload all reports, document

missing receipts and make credit card payments.

● Track participant savings accounts and TLC rent payments.

● Track all participant gifts and in-kind volunteer services and activities to ensure contributions are

properly tracked.

● Process and enter all financial donations in Bloomerang and communicate to the development team

so they can post.

● Prepare and mail any manual checks that need to be sent out.

● Pay invoices and ensure bank deposits are made in a timely manner.

● Other miscellaneous financial duties as needed.

Human Resources Administrative Support

● Process biweekly payroll. Verify hours, rates, PTO, garnishments, and reimbursements are accurate.

● Responsible for setting up and maintaining employee files in a confidential and secure manner.

● Lead the delivery of employee new hire orientation ensuring all required paperwork is completed.

● Coordinate new employee onboarding training schedules with the appropriate staff.

● Responsible for entering and updating employee information into the HR systems.

● Assist with benefits enrollment and ensure all new enrollments are accounted for and effective on the

correct payroll cycle. Communicate and process enrollments with benefit vendors as necessary.

General Administrative and Facilities Support

● Prepare, organize and manage all Volunteer paperwork. Ensure appropriate paperwork is accounted

for, signed and documented in Airtable. Keep Airtable lists organized so staff can easily coordinate

and communicate with Volunteers. May contact and coordinate Volunteers for special projects.



● Greet customers, answer the office phone and give messages to appropriate staff in a timely manner.

● Assist with special projects regarding maintenance at the office and properties as needed.

● Coordinate and assist with maintenance and facility requests for all locations.

● Coordinate vendors and services that are needed for any upkeep and maintenance at all properties.

● Maintain records and documentation for properties and vehicles (insurance policies, maintenance

records, etc.) as necessary.

● Coordinate all incoming and outgoing mail at the Ames PO Box and Office. Be present to receive

packages and special deliveries as needed.

● Responsible for cleaning of the primary and public areas at the office and ensuring staff are cleaning

their respective areas on a regular basis.

● Responsible for keeping the grounds around the office building clean and tidy that includes walking

around the building on a weekly basis to pick up trash, mow the grass, and pull weeds. Notice any

maintenance tasks that need attention and coordinate the work to be completed.

Education and Experience

● Preference will be given to individuals with a bachelor’s degree.

● 2 -4 years of relevant work experience is required.

● Work experience in human resources, finance and payroll preferred.

Knowledge, Skills and Abilities

● Strong communications skills and the ability to interact and converse with employees, donors and

customers effectively.

● Advanced organization and time-management skills

● Analytical abilities

● Exceptional attention to detail

● Interpersonal skills

● Advanced computer skills, with an aptitude to learn new systems and procedures

Additional Job Requirements

● Agree with the Wings of Refuge Statement of Faith

● Understand and demonstrate a willingness to engage in the Guiding Principles of the program.

● Maintain an active, growing relationship with the Lord.

● Participate in all required training and show competency in skill areas of training content.

● Willingness to pursue and participate in continuing education to stay up to date on best practices and

regulatory compliance requirements.

● Never have been shown by credible evidence (e.g., a court or jury, a department investigation, or other

reliable evidence) to have abused, neglected, sexually exploited, or deprived a child or adult or to have

subjected any person to serious injury as a result of intentional or grossly serious injury as a result of

intentional or grossly negligent misconduct as evidenced by an oral or written statement to this effect

obtained at the time of application and evidence of having made efforts to obtain and evaluate references

from previous employers.

● Complete a satisfactory criminal history background check.


