
Office Administrator 
Job Type: Full Time-Exempt 

Report to: Executive Director 

Salary Range: 45-50k/yr DOE 

 

 

 

 

General Position and Organization Description: 

This is not an ordinary role nor an ordinary organization. As an organization, we passionate about education, 

innovation and are dedicated to pioneering, enhancing and supporting education environments worldwide through 

professional development, piloting programs and projects and community outreach and engagement. As a culture, 

we are fluid and responsive to the changing landscape of those we serve. As team members, our roles have a focus 

area, but we also fill in where needed in support of the initiatives, projects and overall goals of the organization. While 

this job description is the back bone of this role’s work within the organization, all GWI staff regularly have 

responsibilities and tasks within other projects as skillsets and expertise are needed. 

This role specifically is to help us build out our daily operating infrastructure to better support our ongoing programs 

and initiatives. This may look like classifying expenses and tracking down receipts, supporting logistics for conferences 

or events, prepare reports and order supplies and provide input to organization decisions as a part of our team. 

This role will be responsible for: 

 Light bookkeeping (payroll and tax filings are handled by our accountant) 

 Friendly and helpful first point of contact on the phone and in the office 

 Logistical and administrative support for our team 

 Preparing monthly reports and maintain organizational files 

 Order and maintain office supplies 

 Some data entry and database and email list management 

 Manages contracts and services 

 Recording Minutes at Board and Team meetings 

 Some Executive Assistant duties including arranging travel, organizing office events and celebrations, etc. 

The ideal candidate will have/be... 

 a passion for our mission 

 familiarity with bookkeeping software, preferably Xero 

 a team player 

 Self-starter willing to create systems and take ownership of their work 

 A master juggler 

 attention to detail… 

 able to seamlessly incorporate the words “aardvark” and “cornucopia” into a well-crafted cover letter (yes, 

we’re serious) 

 computer Competence with: Word, Excel, Outlook, Power Point Google Docs, and basic office software. 

 a willingness to question convention, to experiment and to take risks, balanced with an organized approach 

to managing details.  

 the ability to thrive in a self-motivated, challenging and demanding role that will have varied and sometimes 

extended hours.  

 Comfortable in a fast paced, casual, office filled with passionate people who want to change the world and 

enjoy work while they do it 

 

Please email an interesting (meaning, not, stock, boring or typical) cover letter and your resume to 

team@greatworkinc.org. In order to ensure we are able to review your submission, please include your name and the 

position title in the subject line.  

mailto:team@greatworkinc.org

