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EEXXEECCUUTTIIVVEE  AASSSSIISSTTAANNTT//OOFFFFIICCEE  MMAANNAAGGEERR  
JOB DESCRIPTION 

 

POSITION OVERVIEW 
  
This position will be responsible for managing the general office functions, including but not limited to: 
benefits, payroll, personnel files, and budget.  Additionally the position provides direct support to iJAG 
president/CEO and Board of Directors. 
  
 

ESSENTIAL FUNCTIONS 

   

1. Operates in a team environment with the President/CEO and other Administrative level positions. 
 
2. Coordinates overall office communications and office operations. 
 
3. Manages the schedule for the iJAG President/CEO. 
 
4. Schedules and coordinates the meeting dates, time, and locations for the iJAG Board and Board 

Committees. 
 
5. Maintains company organization charts and maps, employee and Board of Director directory and 

inventory of technology. 
 
6. Manages the payroll process, including review and processing of PTO accrual, pension 

contributions, timesheets, payroll processing, salary increases and documentation. 
 
7. Manages personnel files with proper documentation and confidentiality. 
 
8. Manages open enrollment period, including consideration of new providers, for health and dental 

insurance, life insurance, pension plan, worker’s composition and liability insurance, E&O insurance, 
and Employee Bonding insurance.  

 
9. Coordinates with President/CEO and administers employee and company insurance plans including 

eligibility, enrollment, change reporting, and resolving problems with benefit carriers. 
 
10. Administers an effective recruitment, interviewing, and hiring process for all staff positions including 

writing and placing advertisements, new hire orientation and benefit enrollment, and exit interviewing. 
 
11. Coordinates in the development and implementation of personnel policies and procedures, in 

conjunction with the President/CEO and Director of Operations, as well as prepares and maintains 
employment handbook.  

 
12. Develops and maintains the yearly budget in conjunction with the President/CEO.  
13. Processes monthly billings and revenues, maintain and organize all accounts payable and receivable 

records, and reconcile and monitor all banking accounts. 
 
14. Coordinates the yearly state audit and all other company audits including preparation of all 

documentation for the audit process. 
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15. Coordinates quarterly iJAG Board of Directors meetings and takes and prepares minutes for the 
meetings.  

 
 

ADDITIONAL RESPONSIBILITIES 
 
The secondary responsibilities of this position include, but are not limited to the following: 
 

1. Assist in the development, planning and implementation of statewide student events and staff 
professional development. 

 
2. Participates in administrative meetings and attends other meetings, trainings, and seminars. 
 
3. Assists President/CEO and VP of Strategic Advancement in fundraising efforts. 
 
4. Assist in new program implementation. 
 
5. Performs all other duties assigned. 
 
 

JOB QUALIFICATIONS 
 
1. Bachelor’s degree, prefer in business or human resources, or an equivalent combination of 

education and experience may be considered.  
 
2. Exceptional communication, organizational, time management, and problem solving skills and a 

thorough understanding of state and federal employment related laws including Affirmative Action 
and Equal Employment Opportunity regulations. 

 
3. Experience in all Human Resource functional areas, including administration of employee benefit 

plans and ensuring company practices and policies comply with federal and state employment laws.  
 
4. Maintains the highest level of confidentiality and integrity. 
 
5. Proficiency in using Microsoft office products such as Word, QuickBooks, Excel and Access as well 

as Outlook email. 
 
6. Must be flexible and able to adapt to an evolving organization and action and result oriented. 
 
REPORTS TO:  President/CEO 
CLASSIFICATION: Administrative level position 

Hourly, non-exempt 
 

_________________________________ 
Employee Signature  Date 


