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JOB DESCRIPTION

(Creation/Revised Date: 06/26/2006)

Position Title: Office Manager                                               Department: Camp Pendleton



Supervisor: Chapter Volunteer Coordinator






ESSENTIAL DUTIES AND RESPONSIBILITIES

DESCRIPTION OF DUTIES: The Office Manager at the Naval Hospital in Camp Pendleton will be responsible for overseeing and facilitating all matters related to the American Red Cross office on base.  The Office Manager will be accountable for ensuring that the office remains staffed at all times and open Monday through Thursday, 9:00am-2:00pm.  The Office Manager will also assume the responsibility of ensuring that all Volunteer Applications and related paperwork is completed, processed and returned to American Red Cross-San Diego/Imperial Counties Chapter (SDICC) Headquarters.  The Office Manager will be the liaison between the SDICC Headquarters and the American Red Cross office at Camp Pendleton.  The Office Manager will be responsible for coordinating the volunteers within the office and maintaining organization within the office. 

RESPONSIBILITIES:

· Responsible for the scheduling of volunteers in the American Red Cross office at Camp Pendleton

· Responsible for keeping the office open Monday through Thursday, 9:00am-2:00pm to the public and fully staffed with Office Clerks

· Designated as the liaison between the SDICC Headquarters and the American Red Cross Camp Pendleton office

· Responsible for organizing and maintaining organization at the office

· Responsible for facilitating a bigger office space

The above declarations are not intended to be an all-inclusive list of the duties and responsibilities of the job described.  Rather, they are intended only to describe the general nature of the job.

REQUIREMENTS:  

· The person must be able to communicate effectively with the public and obtain great customer service skills

· This person must be knowledgeable in the American Red Cross policies and procedures and be able to relay them to the public

· This person must have great presentation skills and be able to represent the American Red Cross in a positive and professional manner

· This person must have great organization skills

The employee must be able to perform the following tasks, among others:

Employee must demonstrate ability to work effectively with others (including co-workers, customers, and others) by sharing ideas in a constructive and positive manner; listening to and objectively considering ideas and suggestions from others; keeping commitments; keeping others informed of work progress, timetables and issues; addressing problems and issues constructively to find mutually acceptable and practical business solutions; and addressing the diversity of our work force in actions, words and deeds.

WORK SCHEDULE:

This is a flexible volunteer position and will require the Office Manager to provide staffing for the American Red Cross office at Camp Pendleton Monday through Thursday, 9:00am-2:00pm.

WORK CONDITIONS: 

The San Diego/Imperial Counties Chapter of the American Red Cross maintains a Drug Free Workplace in compliance with the federally mandated Drug Free Workplace Act.  Be advised that some American Red Cross positions require pre-employment physical examinations and drug and alcohol screening as a condition of employment. 

The American Red Cross maintains a smoke-free work environment.  Smoking is not permitted in any Red Cross facility or vehicle. 

EXPECTATIONS: 

Conducts business and acts in a manner that minimizes risk to the chapter and corporation and 

promotes a safe and healthful work environment.

1. Staff is knowledgeable of the Chapter's Workplace Illness and Injury Prevention Program, Emergency and Evacuation Plans, and other pertinent safety regulations.

2. Staff participates in appropriate training programs related to safety and risk management issues. Records are kept of staff participation.  

3. Staff identifies possible risks to the corporation, takes reasonable immediate action to remedy the situation, and reports risks to the Department Director.

4. Potential problems are identified early and corrective action is taken to resolve them.

5. Adequate safeguards, safes, locking arrangements, etc. are utilized for the protection of Red Cross property, including inventory items.

6. The department is maintained in good repair and in a clean, safe and orderly condition consistent with Chapter standards.

Equal Employment Opportunity Policy Statement

The San Diego/Imperial Counties Chapter of the American Red Cross, in recognition of its responsibilities to its volunteers, its staff and the community it serves, affirms its policy to assure fair and equal treatment in all its employment and volunteer recruitment and placement practices, for all persons.  The Chapter shall strive to recruit and maintain a workforce that is representative of the communities of San Diego and Imperial Counties.

The Chapter will not discriminate on the basis of race, color, sex, sexual orientation, religious creed, national origin, citizenship, age, ancestry, pregnancy, marital or veteran status, medical condition, physical or mental disability or any other characteristic as established by law.  

Acknowledgment of Receipt of Job Description

Position: ______________________________

I have received a copy of this job description.  I understand the duties and am fully able to meet the requirements of this position.  I further acknowledge and understand that nothing contained within this job description alters my at-will employment status.

____________________________________

______________________

Employee signature





Date

____________________________________



Printed Name
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