Jefferson County Parks & Recreation Commission-Office Manager
Type:Full Time
Salary/Pay Rate:$35,000-40,000
Posted Date:07/27/2023 
Open until filled

The Office Manager will oversee the general administrative functions and activities of the office.
•             Oversees & coordinates the daily work activities of the office to support overall efficiency and a quality experience for staff & guests.
•             Helps coordinate and implement employee/volunteer OnBoarding activities, answer questions, and provide support as they transition to their new role.

Required Skills/Abilities: 
•             Ability to type at least 60 words per minute.
•             Extensive knowledge of office management procedures.
•             Excellent verbal and written communication skills. 
•             Excellent interpersonal and customer service skills.
•             Excellent organizational skills and attention to detail.
•             Excellent time management skills with a proven ability to meet deadlines.
•             Proficient with Microsoft Office Suite or related software.
•             Previous experience in recreational management software preferred.
•             Previous experience in human resource management software.

Education and Experience:
•             Associate degree or 2-3 years of similar experience required.
•             Bachelor’s degree in a related is preferred.

Resumes can be sent to Jennifer Myers, director at jmyers@jcprc.org 
Or mailed to 235 Sam Michaels Lane, Shenandoah Junction, WV 25442

EOE

A full job description can be found at www.jcprc.org

