
 

EC3 Job Description: Office Manager 
Reports to: Executive Director & Program Director 

Location: Office 

Classification: Full-time, non-exempt position according to the Fair Labor Standards Act 

JOB SUMMARY 
EC3 Administrative Assistant provides reception, bookkeeping, and scheduling support to staff 
and families in accordance with EC3’s mission and quality standards. Duties include general 
office and inventory management, bookkeeping, and maintaining the teachers’ work schedules to 
support EC3’s program. Duties also include distributing the weekly menu; maintaining staff 
development; and other projects as assigned.  

Major job functions also include assisting others in the office and classrooms, communicating 
and collaborating with coworkers as needed to complete tasks, and representing EC3 in a 
friendly and professional way to children and their families. 

EC3 office staff members are supervised by the Executive Director. EC3 offers a competitive 
wage, opportunity for bonus pay, continued training and staff development, engaged and loyal 
families, low staff turnover, and a fun, collegial work environment. 

Qualified candidates should submit a detailed resume, three or more professional references, and 
a cover letter describing their suitability and desire for the position. 

DESCRIPTION OF DUTIES  

Major tasks required:  
1. Establish and maintain teacher/support staff work schedule. 
2. Perform routine bookkeeping (invoicing, receipting) using QuickBooks (experience 

required). 
3. Manage inventory and appropriate vendors of office supplies, program supplies, and 

program food. 
4. Maintain student records according to regulatory institutions (DHS billing, MCIR, etc.) 
5. Support events that intersect EC3’s goals and mission (book fairs, fundraisers, etc.). 
6. Manage EC3’s food reimbursement program(CACFP). 
7. Contribute to EC3 newsletter and social media outlets when asked or inspired. 
8. Communicate with families as needed to develop and assure smooth relationships with 

teaching staff. 
9. Represent EC3 in the community by participating in events, seminars, advisory boards, 

and the like. 

JOB REQUIREMENTS 
1. Be at least 21 years of age.  
2. Have a college degree in business or a related field (Associates minimum; Bachelors 

preferred).  



 
3. Have the ability to pass an initial and intermittent background checks and receive 

clearance for working near young children  
4. Have at least three years of experience in general administration, including MS Office 

apps and QuickBooks.  
5. Be physically able to move around as needed to accomplish tasks. Be physically able to 

lift and carry thirty (30) pounds to waist height.  
6. Have a warm, supportive attitude toward children and families of all cultures. Be flexible 

and willing to adapt to changes in the program. Be willing to accept supervision in order 
to improve work performance.  

7. Be committed to lifelong learning.  


