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Title: Office Manager





Organization: Community Water Center

Location: Visalia, CA


At the Community Water Center, we believe that clean water is a human right, not a privilege.  Our organizing and advocacy work, community collaborations and organizational culture all reflect a concern for equality, mutual respect, appreciation for diversity and environmental and social justice.  We are looking for energetic candidates who share our values, who bring a willingness to contribute to our mission and to the growth of a small non-profit organization, and who are open to developing their skills. 
About the Community Water Center:

The mission of the Community Water Center (CWC) is to act as a catalyst for community-driven water solutions through organizing, education and advocacy in California’s southern San Joaquin Valley.  We seek to build and cultivate leadership capacity and local community power around water issues, build a regional movement for water justice in the Valley, and enable every community to have access to safe, clean and affordable drinking water.
CWC is a new leading organization combining legal advocacy with on ground organizing and education to help local communities leverage power to solve their water challenges.  Our small but dedicated staff works in an energetic collaborative environment to bring about positive change for disadvantaged communities in the Valley.  At CWC, we welcome individual initiative, and encourage professional growth and a healthy work-life balance. 
Position Description: 

The Office Manager is a key member of CWC’s staff, responsible for the day to day operation of the Center, providing both program and organizational administrative support and coordination.  The Office Manager will work closely with the two Co-Executive Directors, the Community Outreach Coordinator, Staff Attorney, and valley community members, as well as members of ally organizations, vendors and independent contractors.  This may be a full or part-time position.  The Office Manager reports directly to the Co-Executive Directors.   
Major Responsibilities:

Administrative Duties:
· Organize and maintain office  

· Maintain regular phone and email communication with community partners, allies, donors, vendors, Board members, and when necessary, local, regional and state agencies.
· Prepare and submit program expense forms
· Prepare quarterly and annual quantitative reports based on our reporting database. 
· Prepare grant material packets and grant reporting packets.
· Work closely with Co-Executive Directors to coordinate plans for fundraising and programmatic campaign communications and materials. 
· Draft quarterly electronic newsletters 
· Update website regularly

· Act as Board liaison and coordinate board meetings and materials
· Update and maintain internal reporting & contact databases.
· Update and maintain foundation & donor records, including fundraising database.

· Update and maintain media databases, including tracking press clippings and other related contacts

· Print brochures & other materials
· General office administrative support (faxes, mail, photocoping)

· Procure supplies for the office and events.
· Coordinate travel and planning for staff, meetings and events

· Collect and manage data to support on-going campaigns as needed.
· Monitor and oversee and train staff on policies and procedures related to health and dental benefits, retirement plans and employee handbook and maintain corporate insurance policies to date

· Manage recruiting process and employee files

General Duties 

· Foster an environment that promotes trust and cooperation amongst CWC staff, community members and affiliate organizations.
· Actively participate in program strategy and staff meetings and staff retreats. 
· Actively participate in CWC activities such as donor drives, fundraising events, and other community events to promote CWC and disseminate information.
· Other duties as assigned by the Co-Executive Directors. 

Note: Nothing in this job description restricts management’s right to assign or reassign duties and responsibilities to this job at any time. 

Minimum Qualifications and Skills:

· Fluency in both English and Spanish, and ability to provide both written and oral translation
· Strong computer and administrative skills, including ability to use MS Office software (including word, power point, excel and access), the Internet, photocopiers, fax machines, telephones and other office equipment

· Fully-insured personal vehicle and valid California Driver’s License

· Experience working with low-income communities and/or communities of color 

· Outstanding organizational skills with demonstrated ability to plan and execute a complex project involving multiple actors
· Ability to work and think independently and take initiative to ensure projects are completed within short deadlines.  
· Strong interpersonal verbal communication and writing skills 

· Ability to work in a fast-paced environment and handle multiple tasks

· Flexible schedule, willing and able to work weekends and attend night meetings when necessary.

· Commitment to social and/or environmental justice
Preferred Qualifications and Skills:
· BA or equivalent degree

Starting Date: September 16, 2010 

Salary: This can be a part-time or full-time position. Salary may range from $10-$15 per hour for part-time or $20-30,000 for full-time, depending on funding and experience. 
Benefits:

We offer a comprehensive compensation and benefits package which includes: generous vacation, family and sick leave and holiday policies; flexible work schedule, and professional development opportunities. For full-time employees full health, dental and vision insurance coverage is provided.  (Specific benefits guidelines and eligibility vary based on tenure and employment status, among other factors.)

Community Water Center is committed to providing equal opportunity to qualified job applicants and employees and does not discriminate on the basis of race, religious creed, color, national origin, ancestry, physical disability (including pregnancy), mental disability, medical condition, marital status, sex, age, sexual orientation, citizenship, military service status or any other characteristic protected by applicable federal, state or local law.

Application: 
To apply, email resume and cover letter to:

Community Water Center

Attn: Susana De Anda, Co-Executive Director 

311 W. Murray Ave.
Visalia, CA  93291

Phone: (559) 733-0219   Fax: (559) 733-8219

Email: susana.deanda@communitywatercenter.org 
To learn more about the Community Water Center and our programs, visit our website at

www.communitywatercenter.org






