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Position	Description	

Office	Manager		

Global	 Education	 Center	 is	 established	 to	 offer	 one	 stop	 educational	 services	 to	 students	 wishing	 to	

further	 their	 education.	 	 Our	 other	 services	 include	 preparatory	 SAT,	 TOEFL	 and	 IELTS	 classes,	 visa	

application	and	schools	search	assistances.		

	

The	 office	 manager	 job	 will	 account	 for	 60	 percent	 of	 his	 or	 her	 time	 and	 will	 be	 responsible	 for	 the	

organization	 and	 co-ordination	 of	 office	 operations,	 procedures	 and	 resources	 to	 facilitate	

organizational	 effectiveness	 and	 efficiency	 of	 Global	 Education	 Center.	 His	 or	 her	 job	 description	

involves	 overseeing	 the	 day-to-day	 activities	 of	 the	 office	 by	 carrying	 out	 duties	 such	 as	 providing	

adequate	 support	 to	 staff	 and	 ensuring	 the	 management	 of	 office	 equipment	 and	 supplies	 to	 ensure	

they	are	always	available	in	good	condition	for	use.		

Main	Job	Tasks	and	Responsibilities	

•



•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•



Assign	and	monitor	administrative	and	secretarial	responsibilities	and	tasks	among	office	staff	

namely	

• Front	Office	supervision	and		

• Classes	and	teachers	supervision	and	monitoring	for	efficiency	

• Supervision	and	monitoring	of	marketing	and	services	promotion		

Act	as	standby	teacher		for	classes	

co-ordinate	office	staff	activities	to	ensure	maximum	efficiency	

evaluate	and	manage	staff	performance	

coach,	mentor	and	discipline	office	staff	

organize	orientation	and	training	of	new	staff	members	

ensure	filing	systems	are	maintained	and	current	

establish	and	monitor	procedures	for	record	keeping	

ensure	security,	integrity	and	confidentiality	of	data	

design	and	implement	office	policies	and	procedures	

oversee	adherence	to	office	policies	and	procedures	

allocate	available	resources	to	enable	successful	task	performance	

analyze	and	monitor	internal	processes	

implement	procedural	and	policy	changes	to	improve	operational	efficiency	

prepare	operational	reports	and	schedules	to	ensure	efficiency	

review	and	approve	office	supply	acquisitions	

handle	customer	inquiries	and	complaints	coming	from	the	clients		

manage	internal	staff	relations	

	

	



Grants	Writer	

Youth	 Empowerment	 Through	 Education	 and	 Sports	 (YETES)	 is	 a	 nonprofit	 foundation	 which	 uses	

sports	and	social	media	to	advocate,	educate	and	train	youth	on	issues	affecting	them.			

40	 percent	 of	 his	 or	 her	 time	 will	 be	 spent	 as	 	 the	 Grant	 Writer	 for	 YETES	 is	 primarily	 responsible	 for	

developing	 and	 writing	 grant	 proposals	 to	 foundations	 and	 other	 grant-making	 organizations,	 and	 will	

persuasively	communicate	YETES’s	mission	and	programs	to	potential	funders.		

Reporting	 to	 the	 Founder,	 the	 Grant	 Writer	 will	 assemble	 and	 submit	 grant	 requests,	 establish	 and	

maintain	personal	contact	and	relationships	with	foundation	contacts,	conduct	prospect	research,	and	

maintain	a	calendar	of	submissions	and	other	deadlines.		

Nonprofit	 grant	 writers	 prepare	 grant	 proposals,	 beginning	 by	 performing	 research.	 To	 develop	 their	

proposals,	 grant	 writers	 familiarize	 themselves	 with	 an	 organization's	 programs,	 goals	 and	 financial	

needs.	 They	 also	 look	 into	 potential	 funding	 sources.	 After	 compiling	 all	 the	 information	 they	 need,	

grant	writers	compose	and	send	their	proposals.	

Grant	 writers	 must	 also	 keep	 careful	 records	 to	 track	 their	 proposals.	 If	 a	 grant-making	 organization	

requests	 additional	 information,	 nonprofit	 grant	 writers	 supply	 the	 missing	 items.	 In	 some	 nonprofits,	

grant	writers	have	additional	duties,	which	may	include	managing	volunteers,	working	with	an	executive	

board,	planning	fund-raising	campaigns	and	promoting	the	organization	through	public	relations	work.	

Responsibilities	include		

•

•

•

•

•

•

•

•

•

•

	

	

	



Developing	 and	 writing	 grant	 proposals	 to	 foundations	 and	 other	 grant-making	 organizations,	

persuasively	communicating	the	organization’s	mission	and	programs	to	potential	funders;	

	Assembling	 and	 submitting	 grant	 requests,	 including	 letters,	 proposals,	 budgets,	 and	

presentations;		

Establishing	 and	 maintaining	 personal	 contact	 and	 relationships	 with	 foundation	 contacts	 and	

program	officers;		

Ensuring	prompt	acknowledgement	of	foundation	gifts;		

Maintaining	calendar	to	ensure	timely	submission	of	letters	of	inquiry,	proposal	deadlines,	and	

reports;		

Prioritizing	 projects	 to	 keep	 multiple	 projects	 moving	 in	 a	 timely	 manner,	 meet	 deadlines	 and	

manage	supplemental	material	required	for	proposals’		

Providing	 writing	 support	 for	 major	 donor	 and	 individual	 contribution	 letters	 and	

acknowledgements.	

Organizing	regular	management	and	board	meeting	and	acting	as	secretary	

Establishing	and	keeping	links	with	youth	groups	across	the	country	

Monitor	social	media	and	foundation	websites			



Education	and	Experience	

•

•

•

•

•

•

•



management	degree	or	equivalent	

high	school	diploma	with	a	number	of	years	administrative	and	supervisory	experience	

knowledge	of	accounting,	data	and	administrative	management	practices	and	procedures	

knowledge	of	clerical	practices	and	procedures	

knowledge	of	human	resources	management	practices	and	procedures	

knowledge	of	business	and	management	principles	

computer	skills	and	knowledge	of	office	software	packages	



	

Key	Competencies	

• communication	skills	

• problem	analysis	and	assessment	

• judgment	and	problem	solving	

• decision	making	

• planning	and	organizing	

• work	and	time	management	

• attention	to	detail	and	high	level	of	accuracy	

• delegation	of	authority	and	responsibility	

• information	gathering	and	monitoring	

• coaching	skills	

• initiative	

• integrity	

• adaptability	

• teamwork	and	collaboration	
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