
IMMACULATE HEART OF MARY 
Administrative & Support Staff / Office Manager 

 
 
POSITION SUMMARY 
Provides a variety of administrative and clerical services to ensure the smooth operation of 
the office. Ability to relate well to visitors/callers a must; pleasantness and efficiency in 
processing requests or inquiries are essential. Also maintain flexibility and utilize a variety of 
secretarial skills to provide administrative support. 
 
HOURS -.Part-Time 
 
RESPONSIBLITIES: 

 Significant experience in office/clerical/business 
 Excellent oral and written communication and computer skills. The candidate must 

have the ability to use computer programs including Microsoft Word/Excel/Publisher 
 Design & electronically Publish weekly bulletins  
 Maintain donor database and input donations on a weekly basis 
 Must possess friendly effective communication skills with staff and the general public. 
 Manage office supplies inventory and place orders as necessary 
 Perform receptionist duties: greet visitors, and answer and direct phone calls 
 Receive and sort incoming mail and manage outgoing mail 
 Perform payroll functions via outside vendor in an accurate and timely manner 
 Perform all activities related to the accounts payable function including reviewing, 

coding, and processing payments 
 Perform account receivable functions; making weekly deposits 
 Prepare financial reports through collection, analysis, and summarization of data 
 Perform bank reconciliations in accordance with internal controls 
 Creation and scheduling of social media.  Familiarity with Facebook & Canva helpful 
 Maintenance of website.  Knowledge of Wix helpful 
 Assist with all fundraising events (press releases, creating posters, bulk mailings, etc) 

Qualifications: 

 Associates Degree preferred 
 3-5 years relevant experience working in an office setting 
 Strong verbal and written communication skills, as well as computer skills 
 Experience with accounts payable, accounts receivable, payroll, and general ledger 
 High degree of accuracy and attention to detail 

 
Send resume & cover letter to:  IHM, 256 State Street, Granby, MA 01033 or email: 
parishihmgranby@gmail.com 

 

mailto:parishihmgranby@gmail.com

