TEFEAINL PuntaGorda

Volunteers For A Better Community

JOB DESCRIPTION
OFFICE ADMINISTRATOR

The Office Administrator gives the community's first impression of Team Punta Gorda (TEAM)
and represents the values of the organization: team work, friendliness, willingness to
accommodate visitor requests, providing a consistent and professional representation of the
TEAM Organization. The Office Administrator provides support to leadership positions and is
responsible for implementing the administrative tasks of the organization.

The Office Administrator reports to the President and is a part-time volunteer. Hours are flexible
depending on work load with approximately 4 hours per week in the office. During the summer
break these hours will be reduced. The Office Administrator’s duties will be as follows:

1. Office Management

Collect and distribute all mail and correspondence

Post documents to Google Drive and maintain current documents
Oversight of filing system, nametags & keys

Manage materials & supplies to be ordered

Follow up on voice mails, phone calls, and emails, directing the need
Accept mail or walk-in donations or registration and place in finance box
Keep office and operational online manuals up to date on google drive
Keep job descriptions updated on google drive

Maintain the general appearance and safety of the office

Manage access to offsite storage and keep a current list of contents
Provide and follow up with administrative support for Committee Chairs
Prepares the office for storms and hurricanes; notify staff regarding closures.

2. Scheduling
e Manage TEAM Calendar on website
e Manage meeting room scheduling on CCF calendar

e Schedule & post office hours
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