
Office Manager/Executive Asst. 
Hastings Catholic Schools   

Job Description  

Reports to:    Chief Administrative Officer 

Date:    August 1, 2019 

 

BASIC FUNCTION:   This non-exempt position is responsible for management of the Nevrivy Center 

Administrative Offices and Executive Secretary/Assistant to Hastings Catholic Schools Administration. 

Clerical and administrative support duties in support of the daily operation of the Nevrivy Center 

Administration Offices including: Chief Administrative Officer, HCS Unity Board, 

Foundation/Advancement, Business, Events/Marketing/Enrollment, Alumni and Facilities Management. 

This includes, but is not limited to,  answering phones and directing callers and/or visitors to the proper 

party, updating of donor and alumni directories, preparation of communication vehicles such as emails, 

newsletters, etc., as well as assistance in a variety of office clerical/record-keeping needs and special 

projects. 

PRINCIPAL ACCOUNTABILITIES include but are not limited to: 
  

 

1. Receives phone calls and messages throughout the day and assists with caller needs; 

 

2. Provides professional greeting to all visitors to the office and assists them with their needs by 

directing them to the appropriate party or by taking care of the request personally. 

 

3. Receives in-coming donations and/or event payments and ensures they are accurately recorded in 

designated data bases. 

 

4. Ensures cash and check receivables are delivered to the designated person for deposit into 

appropriate accounts. 

 

5. Assists other office personnel in the development of printed marketing materials and registration 

processes for all sponsored events. 

 

6. Maintains alumni and donor contact data base and provides for periodic validation of accuracy of 

data. 

 

7. Coordinates office machine repairs and ordering of paper supplies.  Assists office staff in the use 

of standard office equipment. 

 

8. Prepares tax/thank you letters for donations and gifts received, as requested. 

 

 

 



9. Maintains Alumni and Foundation/Advancement Office calendar and provides updates as needed. 

 

 

 

10. Coordinates with HCS staff regarding the background check and “Safe and Environment” on-line 

training programs, ensuring that the process has been successfully completed by staff, volunteer, 

and parent groups who are involved in sponsored activities.   

 

11. Provides lunch and break coverage for other office support staff. 

 

12. Assists in all other office duties as requested. 

 

QUALIFICATIONS: 
As the first point of contact for those coming to the office or calling by phone, the incumbent must 

possess strong interpersonal and communication skills; must be organized, self-starter and work well with 

limited supervision.  Correspondence skills must be at a level of professionalism in both content and 

writing conventions such as grammar and punctuation. Ability to quickly learn software for the 

maintenance of donor and alumni records is essential.   Office skills such as keyboarding, faxing, 

scanning, copying, collating etc. must be at a high level of capability and efficiency.  Knowledge and 

experience working with various office software programs such as Microsoft Office, especially Excel.  

Knowledge of Quick Books is a plus. 

The incumbent must possess a valid driver’s license in order to run errands as required in the work of 

support and coordination of school programs. 

TYPICAL PHYSICAL REQUIREMENTS/WORKING CONDITIONS 

 

 Must be able to stoop, sit, stand, push, pull, and stretch  consistent with an office environment; 

 Must be able to drive to various locations as required; 

 Must be able to use standard office equipment such as computer, telephone, fax, copier/scanner and 

other machinery in conjunction with administrative duties. 

 

Approved: ____________________________________ Date: _______________ 

    Chief Administrative Officer 

 

Reviewed:  ___________________________________   Date: _______________ 

      Unity Board 


