
 

 

 

 
 

 

Office Manager 
Founded in 1990, North Olympic Land Trust is a non-profit organization conserving the natural 
areas and working lands that define and sustain the communities of the North Olympic Peninsula.  
The Land Trust is dedicated to the conservation of open spaces, local food, local resources, healthy 
watersheds and recreational opportunities.  We strive to conserve the farms, fish and forests that 
improve our community’s quality of life. 
Position Summary 

Based in Port Angeles, the office manager is a permanent non-exempt 30 hours/week position that 
ensures the smooth functioning of the Land Trust by providing administrative leadership and support 
in the areas such as office management, finance, human resources, information technology, and 
fundraising. For an interested candidate with more significant experience in finance and QuickBooks, 
the position could be at 40 hours/week. 

The office manager reports to the executive director and requires a highly organized, self-motivated, 
and detail-oriented individual eager to contribute and excel in a dynamic work environment.  

Principal Duties and Responsibilities 

• Coordinate the general operations of the office and address facility improvements,  

• Maintain office records, files and storage of written and computerized information, including 
reports and minutes from all meetings, 

• Update and assembly of board materials, providing general assistance to the board of directors, 

• Maintain the office calendar of regular and scheduled meetings, 

• Maintain the organization’s necessary insurance policies and benefit programs, 

• Keep office technologies running smoothly, including standard office systems and backups, and 
support other users with specialized systems such as SalesForce and ArcGIS, 

• Greet visitors and serve as the first point of contact via email and phone, 

• Create and manage a cost-effective budget for office equipment and supplies, 

• Coordinate office based volunteers that support general operations, 

• Support the community engagement specialist and development director, as needed, with mass 
mailings and email distribution of newsletters, invitations, and announcements, 

• Administer the Land Trust’s Salesforce database and paper records of contributors and grants, and 
utilize the system to provide reports tracking donor information and revenue, 

• Oversee the process for recording donations and thanking donors, including IRS information, for all 
gifts received,  

• Provide logistical support for Land Trust events as needed with a focus on connecting key 
supporters with appropriate opportunities, 

• Coordinate accounts receivable and payable process with the volunteer accounting assistant, 

• Attend trainings and conferences relevant to the position, and 

• Special projects as directed. 



40 Hours/week Duties and Responsibilities also include: 

• Assume overall accountability for the Land Trust’s financial records,  

• Record all non-day-to-day transactions, including property purchases, loans, fund transfers, etc… 

• Reconcile asset and liability accounts on a monthly basis, 

• Implement payroll and related tax/benefits on a monthly basis, 

• Provide primary staff support for the finance committee, 

• Work with the land protection specialist to compile government grant billings for current contracts, 

• Provide analysis, strategy and compilation support to the annual budget process, 

• Create financial statements and management reports as necessary, 

Qualifications 

• Passion for the work and mission of North Olympic Land Trust, 

• College degree and or/relevant experience, 

• 2-year minimum professional office experience, 

• Highly organized, self-directed, and detail oriented, with a love of creating and maintaining strong 
organizational systems and project management, 

• Experience in independently managing multiple tasks and deadlines,  

• Strong computer skills including experience with Microsoft Office, Google apps and Google domain 
management, and with computer hardware and networks, 

• Experience with constituent relations management system, preferably SalesForce. 

• General understanding of business finance, accounts receivable and payable.  Experience with non-
profit finance and/or QuickBooks preferred.  For 40 hours/week candidates should have experience 
with using QuickBooks in line with generally acepted accounting principles for non-profits, 

• Excellent oral and written communication skills, 

• Ability to work well in a small office/team atmosphere, 

• Excellent customer service skill,  

• Ability to work effectively with staff, volunteers, board members, committees and the general 
public, and 

• Ability and willingness to occasionally work non-standard hours for Land Trust events, including 
evenings and weekends. 

Physical Work Requirements 

People with disabilities are encouraged to apply. The working environment for the office manager is 
primarily in an office setting.  However, individuals shall be expected to travel to off-site locations and 
to attend meetings and other job related activities.  The office duties are usually sedentary but field 
work may require moderate physical activity.   

Compensation 

$18 – 20/ hour with benefits including health insurance, holidays, vacation, and retirement. 

How to Apply 

Qualified candidates should email their resume and cover letter to 
opportunities@northolympiclandtrust.org.  Please include the words “Office Manager” in the subject 
line. No phone calls, faxes, or recruiters please. 

Open until filled, resume review begins on June 7, 2021. 
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