
 

 
 
 

JOB DESCRIPTION 
 
Title:  Office Manager 
Supervised by: Chief Operating Officer 
Description: Full-time 
 
Roles and Responsibilities: 
Asian Community Development Corporation (www.asiancdc.org) is currently seeking an Office Manager who will play a 
key role in creating a positive healthy work environment that allows fellow employees to be efficient in their work. 
She/he will help to ensure a strong office culture to support the staff team. She/he will manage appointments and 
meeting logistics, administration and communication systems; assist with human resources and related functions; and 
any other special projects related to the overall agency operation. She/he will work closely with the staff and senior 
management. 
 
Duties include but are not limited to: 

 General management of office, including stocking supplies, coordinating and selecting vendors, office 
equipment maintenance and replacement, and internal staff and board communications 

 Management of personnel system, vacation accrual, benefits administration, timesheet collection, coordinating 
with our third party HR administrator, and other human resource functions; 

 Manage administration budget and identify cost saving measures.  

 General administrative duties, including maintaining office filing system, contact and database management, 
book-keeping, filling invoices, and scheduling. 

 Managing volunteer/intern intakes and placements. 

 Work closely with our contracted technical support personnel to assure the operation of the computer network; 

 Coordination of front desk reception. 

 Be available or coordinate the opening/closing of business. 

 Perform other duties as assigned. 
 
Qualifications sought: 

 Bachelor’s Degree and previous successful experience in administration preferred  

 Proficient in MS Word, Excel, Outlook, and PowerPoint 

 Excellent verbal and written communication skills  

 Ability to prioritize and manage multiple tasks 

 Flexible attitude and ability to work under pressure 

 Self-starter with excellent organizational skills, including strong organizational, problem-solving, and analytical 
skills; able to manage priorities and workflow 

 Ability to work independently and participate as a team player 

 Acute attention to detail, and commitment to excellence and high standards  

 Professional appearance and demeanor  

 Bilingual in Cantonese, Mandarin and/or other Asian languages preferable 
 
About the organization: 
 
ACDC is a community-based organization, committed to serving the Asian American community of Greater Boston, with 
an emphasis on preserving and revitalizing Boston's Chinatown.  ACDC develops physical community assets, including 
affordable housing for rental and ownership; promotes economic development; fosters leadership development; builds 
capacity within the community and advocates on behalf of the community. 
 
To apply, please email a resume and cover letter to hamilton.ho@asiancdc.org.  No phone calls please. 
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