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A small, Eureka-based nonprofit member association seeks a full time office manager to support its 

members and Board of Directors. As the Office Manager, your role will be to manage the daily operations 

the organization, and to support the Board of Directors, Committees of the Board, and the members of 

the association.  Some of the tasks you will be responsible for accomplishing are as follows:  

Member Outreach / Daily Operations 

- Coordinate member programs as required by the Board 

- Member data management 

- Event Coordination - membership dinners, mixers, fundraisers, and other social events 

- Classes and workshops coordination  

- Assist in preparing the Weekly Bulletin and email it to the membership database 

- Assist in management of Online Plan Room – reviewing incoming project information, uploading 

project documents, sending out notices, etc. 

- Complete print order requests and other member services, as needed 

Marketing 

- Prepare annual marketing materials 

- Coordinate member advertisement updates 

- Facebook updates, calendar events, photos 

- Website updates 

- Various advertisement and literature designs 

Board of Directors, Executive Board, and Committee Coordination 

- Prepare monthly and bi-monthly meeting agenda packets 

- Maintain a file of correspondence for the BOD 

- Coordinating meetings, confirming attendees, ordering lunch, and printing agenda packets as 

requested 

- Attend Board, Executive Board, and Committee Meetings to take meeting minutes/notes 

Management 

- Oversee office staff and review their work for accuracy 

 

Applicants must be organized, have excellent communication skills, and have strong computer skills in the 

following programs:  Word, Excel, Outlook, Publisher, Adobe, InDesign, and QuickBooks.  Notary Public 

and a construction background is a plus. 

This full time position will be 40 hours per week, Monday thru Friday from 8:00am to 5:00pm, with a wage 
range of $18.00 to $22.00 per hour, depending on experience.  
 
Send a completed application, cover letter, and resume to hbe-info@humbx.com by February 3, 2016.  
Interviews to be held the week of February 13th. 

mailto:hbe-info@humbx.com


Application for Employment 

Name:                                                                                                                                     Date:         
                   First                              M.I.                    Last 

Address:  
                    Street                                                                                     City                                                     State                                 ZIP 

Contact: (            )           ‐                                       (            )           ‐                                          
                        Home Phone                                                                 Mobile Phone                                                        Email     

 

Position Desired:                                                                                                                Date Available:                 

Pay Desired:                                            Hourly  Salary                                            Currently Employed: Yes   No  

Previous Employment                                                       May we contact these previous employers? Yes   No  

Company:                                                           Job Title:                                                         Phone: 

Address                                                                                                                          Dates of Employment: 

Reason for Leaving?                                                                                                                  Wage: 

Company:                                                           Job Title:                                                         Phone: 

Address                                                                                                                          Dates of Employment: 

Reason for Leaving?                                                                                                                  Wage: 

Education 
Circle Highest Grade Completed 
 

High School          1 2 3 4     School Name, Address, City and State: 

College                  1 2 3 4     School Name, Address, City and State: 

Graduate School 1 2 3 4     School Name, Address, City and State: 

References 

Name:                                                                 Occupation:                                                 Phone: 

Name:                                                                 Occupation:                                                 Phone: 

Name:                                                                 Occupation:                                                 Phone: 
 


