
WORD Office Manager/Accounting Assistant 

Job Summary: 

WORD seeks to hire a team player to support WORD administration.  The Office Manager/Accounting Assistant 

position will be the organization’s interface with the community as well as clients, professional colleagues, 

funders.  Through organization and management skills this individual will help WORD become more efficient and 

organized.  

The WORD Office Manager/Accounting Assistant is also responsible for accounts payable and keeping track of 

day-to-day spending for the organization. This position requires attention to detail, computer and internet 

literacy, accounting skills and excellent communication skills.   The Accounting Assistant reports directly to the 

Executive Director while working closely with all Program Directors.  

Job Description 

Administrative Support: 

 Supports the Executive Director in day-to-day activities to maintain a smooth flow of information and 
activities in WORD’s office and within WORD programs. 

 Act as Receptionist and oversee WORD reception, including operation of multi-phone line system, office 
equipment, and other essential systems. 

 Maintains the professional appearance of the office and reception.  

 Assists with the development of organizational systems that improve organizational efficiency.  

 Trains work study students, volunteers, and staff to assist with reception and administrative tasks. 

 Creates and manages WORD databases, usually related to fundraising.  

 Assists with grants including research and application process. 
 

Organizational Development: 

 Stays updated and knowledgeable of WORD and all of its programs and services in order to provide 

information to the general public and professional associates. 

 Assists with Board communication, compiles Board packets, and develops Board orientation materials. 

 Assists with organizational meetings including agendas and minutes. 

 Promotes communication of key information among WORD staff and projects. 

Outreach: 

 Coordinates the creation of marketing materials and print jobs (i.e. brochure, newsletter, holiday card, 

annual letter etc.) 

 Generates newspaper ads, press releases, and PSA’s surrounding events, new developments, expanded 

services, and general publicity in coordination with the Development Director 

 Assists with the coordination and organizing of PR and fundraising events with staff and Board 

 Assist with communication with government and private funding sources, including regular updates, 

reports and contact. 

Accounting Duties: 

 Develop work plan & meet with Executive Director to review weekly/monthly tasks. 

 Process Accounts payable. 

 Print Disbursement Checks on weekly basis. 

 Void checks/credit memos. 



 Maintain annual leave records. 

 Maintain cash flow. 

 Assist with Audit preparation. 

 Filing. 

 Bank Reconciliations. 

 Other duties as assigned. 

Skills and Abilities: 

 Two year accounting degree plus two years experience or equivalent combinations of education and 

experience.  Windows based computer literacy required with proficiency in Excel and Accounting 

Software.  Education or experience with non-profits and MIP accounting software preferred. 

 Strong listening and communication skills:  ability to provide information in easy and effective ways both 

through verbal and written communications. 

 Ability to work cooperatively in a flexible environment and respond positively to change as necessary, 

along with a willingness to take risks.  Ability to interact constructively and productively with coworkers 

and supervisors. 

 Accuracy and thoroughness is critical in this position. 

 Well organized with a desire to oversee detailed work. 

 Familiar with internet uses including email, electronic reporting and research. 

 Ability to be assertive, address problem situations and apply conflict management techniques. 

 Typing and 10-key by touch required. 

 

General Responsibilities: 

 Adheres to WORD policies and guidelines. 

 Maintains confidentiality. 

 Acts as a responsible team member. 

 Projects a positive image of WORD, using effective public relations skills. 

 Exhibits friendliness toward and consideration of clients, employees, volunteers and the general public. 

 Alerts Executive Director to areas of concern. 

 Strong interest in issues facing people in poverty, and value for a feminist approach. 

 Display a neat appearance and competent manner. 
 

WORD is an Equal Opportunity Employer which recruits, hires, trains and promotes without regard to race, 
creed, religion, color, gender, sexual orientation, national origin, age, disability condition or marital status. 

Please submit cover letter, resume and references to: Suzin Kratina, WORD 2405 McIntosh Loop, Missoula, MT 
59801 or email to: skratina@wordinc.org 
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