[bookmark: part-time-office-operations-manager]MassHire Berkshire Workforce Board. Part-Time Office & Operations Manager
Position Type: Part-Time, with potential to grow into full-time
Reports To: Executive Director
Location: Pittsfield
Hours: Approximately 15–25 hours per week, with flexibility based on organizational needs
[bookmark: about-the-role]About the Role
We are seeking a highly organized, resourceful, and collaborative Office & Operations Manager to serve as a central support for our small, mission-driven nonprofit organization.
This is a hands-on role for someone who enjoys keeping things organized, solving problems, creating systems, and helping a small team stay focused on its mission. The Office & Operations Manager will be the organizational hub of the office—ensuring records are in order, communications are handled, administrative requirements are met, and the team has the information and support it needs to operate effectively.
The ideal candidate is a dependable self-starter who is comfortable wearing many hats, managing competing priorities, maintaining confidentiality, and taking ownership of tasks from start to finish.
This position is designed to begin part-time, with the potential to expand into a full-time role as organizational needs and responsibilities grow.
[bookmark: key-responsibilities]Key Responsibilities
[bookmark: office-administration-organization]Office Administration & Organization
· Serve as the central administrative point of contact for the organization.
· Maintain well-organized electronic and paper files, records, and documentation.
· Develop and maintain practical systems for filing, record retention, calendars, forms, and shared documents.
· Manage general office supplies, equipment, and administrative needs.
· Assist the four-person team with day-to-day administrative tasks and special projects.
· Identify opportunities to improve office systems, processes, and efficiency.
· Help ensure important deadlines, renewals, filings, and follow-up items are tracked and completed.
[bookmark: records-data-compliance]Records, Data & Compliance
· Maintain accurate organizational records and databases.
· Perform data entry and routine data management.
· Organize and maintain documentation required for nonprofit operations, grants, audits, contracts, and reporting.
· Assist with preparation and submission of routine organizational reports and filings.
· Track compliance requirements, deadlines, licenses, registrations, and renewals.
· Maintain appropriate records for insurance, contracts, policies, and other organizational documents.
· Support the organization’s preparation for audits and other compliance reviews.
[bookmark: finance-bookkeeping-support]Finance & Bookkeeping Support
· Provide light bookkeeping and administrative financial support.
· Process and organize invoices, receipts, payments, and financial documentation.
· Assist with tracking expenses, reimbursements, and routine financial records.
· Coordinate with the organization’s bookkeeper, accountant, or financial professionals as needed.
· Help prepare documentation and information for financial reporting, budgeting, and audits.
[bookmark: human-resources-team-support]Human Resources & Team Support
· Provide light administrative HR support, including maintaining personnel files and required documentation.
· Assist with onboarding and offboarding processes.
· Maintain confidential employee and organizational records.
· Track routine HR-related deadlines, forms, training, and renewals.
· Support staff with administrative questions and help connect team members with appropriate resources.
[bookmark: insurance-risk-management]Insurance & Risk Management
· Maintain organizational insurance records and documentation.
· Coordinate insurance renewals, certificates, applications, and communications with insurance providers or brokers.
· Track required coverage and renewal deadlines.
· Maintain organized records related to policies, claims, contracts, and risk-management requirements.
[bookmark: communications-customercommunity-contact]Communications & Customer/Community Contact
· Serve as a welcoming first point of contact for the organization.
· Direct incoming phone calls, emails, mail, and general inquiries to the appropriate team member.
· Monitor shared email accounts and ensure timely responses or follow-up.
· Assist with meeting coordination, calendars, correspondence, and other administrative communications.
[bookmark: marketing-website-support]Marketing & Website Support
· Provide basic administrative and marketing support.
· Maintain and update website content, as needed.
· Assist with newsletters, announcements, social media, and other communications.
· Keep organizational information, calendars, contact information, and resources current across appropriate platforms.
· Support simple outreach and promotional projects.
[bookmark: special-projects-team-support]Special Projects & Team Support
· Assist all members of the team with administrative and operational projects.
· Help prepare materials for board meetings, staff meetings, events, and organizational activities.
· Research information and complete projects independently when needed.
· Take on new responsibilities as organizational needs evolve.
· Look ahead, anticipate needs, and help ensure that important details do not fall through the cracks.
[bookmark: what-were-looking-for]What We’re Looking For
We are looking for someone who is:
· Highly organized and enjoys creating order and structure.
· Dependable and accountable, with strong follow-through.
· Proactive and able to identify what needs to be done without always being asked.
· Comfortable working independently while also being a collaborative team member.
· Detail-oriented without losing sight of the bigger picture.
· Comfortable learning new software, systems, and processes.
· A clear and professional written and verbal communicator.
· Discreet and trustworthy when handling confidential information.
· Flexible and willing to jump between administrative, financial, HR, communications, and operational tasks.
· Comfortable working in a small-office environment where priorities can change quickly.
[bookmark: preferred-qualifications]Preferred Qualifications
· 2+ years of experience in office administration, nonprofit administration, operations, bookkeeping, human resources, or a related field.
· Experience working in a small organization or nonprofit environment is a plus.
· Familiarity with Microsoft 365, Google Workspace, accounting/bookkeeping software, databases, website platforms, or similar systems.
· Experience maintaining organizational records and handling confidential information.
· Strong attention to detail and ability to manage multiple deadlines.
Equivalent combinations of education and experience will be considered. We are more interested in finding someone who is capable, curious, organized, and willing to learn than someone who checks every box.
[bookmark: success-in-this-role]Success in This Role
After the first year, success will look like:
· The office is organized and information is easy to find.
· Records and files are accurate, current, and appropriately maintained.
· Important compliance, insurance, reporting, and renewal deadlines are tracked and addressed.
· Administrative and financial processes are running smoothly.
· Staff know where to go for administrative support.
· Communications are handled promptly and professionally.
· Website and basic organizational communications remain current.
· The team spends less time chasing administrative details and more time focused on the organization’s mission.
· New systems and processes have been introduced where they make the organization more efficient.
[bookmark: why-this-role-matters]Why This Role Matters
In a small organization, every person makes a difference. The Office & Operations Manager will play a critical role in creating the structure, consistency, and support that allows the entire team to succeed.
This is a role for someone who likes being the person who makes things work. You will have the opportunity to build systems, improve processes, support a talented team, and grow with the organization as the position develops.
[bookmark: compensation-growth]Compensation & Growth
This position will begin as a part-time role, with compensation based on experience and qualifications. There is an opportunity for the position to grow into a full-time Office & Operations Manager role as responsibilities and organizational needs expand.
[Insert hourly range and benefits, if applicable.]
[bookmark: to-apply]To Apply
Please submit a resume and brief cover letter describing your interest in the position and why your experience would make you a good fit for a small, mission-driven organization.
Applications may be submitted to Office@MassHireBerkshire.com
