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Position Title:
Office Manager

Classification:
Full-time
Position Summary:
Support the administration department in effectively running the operations of the Chicago Architecture Foundation.  Responsible for ensuring CAF’s public and private spaces are well maintained and providing support for Human Resources.
Working Relationships: Works with all staff and has close working relationships with Receptionist, Executive               assistant, Controller, VP of Tours and Guest Relations, building management
Reports to:

Chief Financial Officer
Duties and Responsibilities

Facilities
Responsible for maintaining all office supplies for all CAF offices
Main point of contact with the building management

Works with building housekeeping and security to ensure high quality service 

Works with building to address any facility issues 

Responsible for maintaining all office equipment, including copiers, fax, mail machines

Reviews and approves all phone plans and phone usage
Reviews and approves all operating expenses for the building.  

Researches and evaluates all equipment and furniture purchase plans for CAF spaces

Responsible for ensuring all CAF public and non-public spaces are clean and well maintained

Ensure all CAF and building policies and procedures regarding CAF spaces, both public and non-public, are being followed, including nights and weekend events.

Human Resources
Assist with new hire orientation

Responsible for reviewing and updating staff benefits

Prepare paperwork for open enrollment of benefits

Create and implement CAF’s internship program

Support CFO with the annual staff evaluation process

Implement a staff professional development program, including supervisor training and technology training
Support supervisors in the hiring of new staff

Set up new hires in the HR system and make changes to staff information

Create and implement the employee handbook

Make sure all personnel files and up to date and complete

Assist staff with and answer questions regarding CAF’s benefit programs
Coordinate staff parties and events 

Education and Experience


Five years experience in managing an office environment

Excellent communication skills


High level of customer service


High level of organizational skills


Attention to detail


Ability to work in a team environment


Ability to multi-task effectively


Project management skills a plus

Please submit resume and cover letter to:



Human Resources



224 South Michigan Avenue







Chicago, IL  60604


or







humanresources@architecture.org

NO PHONE CALLS PLEASE
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