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People’s Resource Center - Job Posting
Office Operations Supervisor — Full-Time

PRC is hiring a full-time Office Operations Supervisor to supervise the front desk, as well as ensure the
administrative needs of the organization are met. The Office Operations Supervisor will be a working supervisor
for the front desk team, as well as ensure program and administrative needs are met, as well as assist the
Operations team with administrative support. This is a 40-hour per week position that will work a varied
schedule based on the needs of the organization. This position will have an office in our Wheaton Campus, with
the expectation that the candidate filling the role will have a regular presence at our Westmont location.

Candidates must be available to work within the following business hours:
e Monday — Thursday: 7:00am — 9:00pm
e Friday: 7:00am — 5:00pm
e Saturday: 7:00am — 1:00pm

The compensation range for this position is $52,000 - $55,000

BENEFITS
PRC offers a generous compensation and benefits package to our benefit-eligible employees, including:
e Medical insurance — HMO, PPO e SIMPLE IRA retirement plan and 3%
(90% Employer paid) company match
e Dental insurance — PPO (80% Employer paid) e 18 days of Paid Time Off (PTO)
e Short Term Disability & Life insurance e 12 paid holidays
(100% Employer paid) e 2 floating holidays

e Flexible Spending Account participation

ESSENTIAL FUNCTIONS
Front Desk Supervision
e Supervise front desk staff, including but not limited to hiring, scheduling, assigning administrative tasks,
training, prioritizing work, and evaluating performance
e Actively work shifts each week, providing coverage for lunch, time off, etc.
e Identify and recommend improvements to front desk procedures to ensure efficient, effective, and
consistent procedures across all sites
e Maintain current procedures in a PRC front desk manual and ensure front desk staff are trained on
current procedures, to ensure supportive, reliable operations for PRC services and business
environment.

Office and Business Operations

e Oversee and implement PRC office operations activities according to policies/procedures, including but
not limited to:
o USPS mail delivery
o Interoffice mail
o Office supply availability

e Provide input to manager on planning and budgeting needs

e Ensure cleanliness of all buildings



Implement the following areas related to the telephone system: maintaining an active phone listing,
training new employees on phone usage, and providing up-to-date references for users

Implement an effective and efficient room scheduling system that meets user and organization needs,
including but not limited to room setup and hospitality

Provide administrative and operations support for facilities, office operations and special projects
Coordinate and maintain safety records as needed, including but not limited to safety training schedules,
drills, documentation, emergency and other safety records

Assist with vehicle fleet management, including but not limited to tracking and documentation,
maintenance scheduling, etc.

Maintain common rooms, including waiting areas, lunchrooms, hoteling offices, and shared reserved
spaces, including but not limited to inventory of office and hospitality supplies, accurate messaging,
functional equipment and storage area/rooms.

Provide orientation and troubleshooting to employees, including new hires, for all PRC office operational
functions, including but not limited to, phone/voicemail system and office equipment

Other Functions

Provide active shift coverage for front desk staff as needed
Other projects as requested
Other duties as assigned

EXPERIENCE/EDUCATION

High School Diploma or equivalent required
Three (3) years of supervisory experience required
Five (5) years of experience in office operations required

SKILLS/KNOWLEDGE

Commitment to PRC’s mission, values, and community focus

Ability to multitask in a fast-paced, deadline-driven work environment

Ability to work independently after some guidance and direction, with a team, and with a diverse group
of individuals

Ability to work effectively with volunteers, clients, staff, and visitors

Ability to exercise professional judgement to resolve moderately complex problems

Excellent organizational, time management, and communication skills

Ability to respond appropriately in varied situations

Advanced knowledge of Microsoft Office 365 applications

ORGANIZATION OVERVIEW

People's Resource Center (PRC) is a nonprofit, social service organization founded in 1975 by community members
looking to help neighbors who were facing financial hardship. Inspired by social justice heroes like Martin Luther
King, Jr., Dorothy Day and Jane Addams, founders Dorothy Mcintyre, Father Tom Peyton and a group of volunteers
sought to do more than start a local food pantry.

With a team of over 2300 volunteers supported by 47 employees, PRC offers free emergency needs assistance and
educational programming. Our emergency and basic needs services include food assistance, clothing, financial
assistance, homeless prevention services, and referrals for medical and dental care. Job search assistance, adult basic
education and literacy, computer training and access, and art enrichment equip individuals with the tools and
resources they need to build stronger futures.



APPLICATION PROCESS
To apply, please send your resume and minimum salary requirements to: resumes@peoplesrc.org

Applications will be accepted until the position is filled.
No phone calls, no faxes please. People’s Resource Center is an Equal Opportunity Employer.
www.peoplesrc.org
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