HUMANITIES
KANSAS

Office Manager

Job classification: Non-Exempt, Full-time

Location: Humanities Kansas Office — Topeka, KS
Work Schedule: Monday-Friday, 8:30 am — 5:00 pm
Salary: $42,000-$45,000

In person or remote: In person

Reporting Relationship: Executive Director

Description: Are you a highly motivated and organized individual enthusiastic about nonprofit work?
Humanities Kansas is seeking an Office Manager to oversee and manage day-to-day operations.

This work requires an experienced individual — someone good with time management, knows

the latest office technology, enjoys having a variety of work responsibilities, and has an interest in history,
literature, and Kansas stories.

Major Duties:

e Serves as the entry contact for Humanities Kansas, including walk-in traffic and performs general
office duties.

Assists with vendor communications, including orders.

Manages database recordkeeping and communications with third-party vendor.

Manages IT relationship and communications with third-party vendor.

Maintains online calendar of events.

Communicates with constituents through print, email, phone, social media, or as needed.
Coordinates and assists on marketing promotions and fundraising, including e-newsletter formatting,
blogging, donor mailing campaigns, and other promotions as needed.

Coordinates, writes, and posts social media content.

Assists in planning events and meetings for board of directors and other constituents, including Zoom
invites, assembling materials, and recording minutes as needed.

Maintains board membership and organizations files.

Assists with government reports.

Formats, distributes, and files Press Releases.

Performs all additional duties as assigned by the Executive Director.

Required Qualifications:

e High school diploma or equivalent education required

e Atleast three (3) year of full-time administrative experience is preferred.

o Experience and a demonstrated proficiency in Microsoft Office, including Excel, and MAC based
platform required.

Demonstrated database management skills, ideally experience with FileMaker Pro.
Experience with Quickbooks preferred.

Strong analytical, problem-solving and decision-making skills.

Ability to organize, multi-task, plan and set priorities with minimal supervision.

Ability to exercise good judgment with a strong attention to detail and level of accuracy.
Ability to successfully manage multiple projects with varying deadlines.

Ability to effectively handle both internal and external customers.

Professional attitude and the ability to maintain confidentiality.

Full COVID-19 vaccination required.



Physical Demands:

Ability to sit for extended periods of time.

Ability to read computer screens and email, mail and talk on the phone.
Ability to lift up to twenty-five (25) pounds and traverse flights of stairs.
Ability and willingness to travel and work evenings, as needed.

Work Environment:

Professional and deadline-oriented environment in an office setting.
On-site work location, at the Humanities Kansas office.

Interaction with staff and customers.

Additional Duties:

Additional duties and responsibilities may be added to this job description at any time. The job description
does not state or imply that these are the only activities to be performed by the employee(s) holding this
position. Employees are required to follow any other job- related instructions and to perform any other
job-related responsibilities as requested by their supervisor.

To apply, CLICK HERE!

Humanities Kansas is an independent nonprofit spearheading a movement of ideas to empower the
people of Kansas to strengthen their communities and our democracy. Since 1972, HK’s pioneering
programming, grants, and partnerships have documented, amplified, and shared stories to spark
conversations and generate insights. Together with statewide partners and supporters, HK inspires all
Kansans to draw on diverse histories, literatures, and cultures to enrich their lives and to serve the
communities and state we proudly call home. At Humanities Kansas we believe that democracy demands
wisdom and vision in its citizens — and that the humanities provide a way to gain both. Our work
embraces the stories and insights the humanities offer and creates spaces for the movement of ideas to
happen across Kansas.

Humanities Kansas provides equal employment opportunities to all employees and applicants for
employment and prohibits discrimination and harassment of any type without regard to race, color,
religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual orientation,
gender identity or expression, or any other characteristic protected by federal, state or local laws.



