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FOR IMMEDIATE POSTING: 



April 1, 2011
 

Applications being accepted for the following position:

Office Manager
 
Responsibilities include: Maintaining databases, office supply inventories, and electronic communications requiring proficiency in Word, Excel, Publisher, Gift Works, Power Point, and Outlook; producing financial reports and making deposits; processing credit card transactions and scheduled repeat payments plans; track all contributions, grants and donor profiles; direct telephone, email and written correspondence, schedule building usage including meetings, rentals, tours, and events; coordinate volunteers for clerical support and non-profit bulk mailings; and assist with event set-up and logistics.

The Office Manager works as a member of a team to plan and implement all special events and fundraisers. Full-time; some weekend and evening work is required. Salary range is $10.00 - $12.00 an hour. 
Please submit resume, cover letter, and contact information for three professional references to:

Sandy Soifer, Executive Director at ssoifer@michiganwomen.org or 

Michigan Women's Historical Center and Hall of Fame

213 W. Main Street

Lansing, Michigan  48933

Interviews will continue until a suitable candidate is found. 
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