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Position Title:  Office Coordinator 
 
Classification: Non-exempt 
 
Reporting Relationship:  Reports to the Executive Director 
 
Position Purpose:   
 
Under the direction of the Executive Director, this position supports Willamette Workforce 
Partnership’s (WWP) office and is the hub of the organization. It is responsible for establishing and 
maintaining systems for managing the office’s administrative functions; providing administrative support 
to the Executive Director and staff; interfacing with board members, stakeholders, vendors/contractors 
and the general public, and is the initial point of contact for the organization. This position is responsible 
for developing, maintaining, and overseeing all general office processes and systems in order to create a 
highly efficient and effective office environment. This position is non-supervisory. 
 
WWP is searching for an Office Coordinator who: 
 

1. Enthusiastically embraces WWP’s vision, mission and strategies 
2. Thrives in a dynamic, creative and collaborative team environment 
3. Is resilient and adapts well to change 
4. Remains calm and positive in high pressure or high stress situations 
5. Is a self-starter who doesn’t hesitate to take initiative 
6. Is able to work independently and is able to take direction when needed 
7. Manages time wisely and prioritizes 
8. Pays attention to detail and accuracy. 

  
The successful candidate must be able to: 
 

1. Provide administrative support to the organization including but not limited to calendar and 
email maintenance; preparing correspondence, reports and other material, photocopying, and 
prioritizing workflow. Schedule both in-person and Zoom meetings as required and support 
these meetings. 
 

2. Compose, edit, and proof read correspondence, spreadsheets, reports, forms, and customer 
materials. Manage the organization’s contact database. 
 

3. Maintain the organization’s website, communications and social media. 
 

4. Act as a point of contact with the WWP Board of Directors, Jobs Council and Executive 
Committee members and schedule all meetings. Prepare board packets before board meetings, 
take and transcribe minutes. 

 
5. Provide technical assistance for WWP’s data bases and tools including but not limited to I-Trac, 

I-Learn, WOMIS, Coursera, eBridge, Dropbox, Shared Drive, Outlook, Word, Excel, 
PowerPoint and Adobe. 
 



6. Act as the point of contact for WorkSource center staff for I-Trac questions and all other data 
base and technology used by them. 
 

7. Run reports including but not limited to I-Trac, Alchemer, Coursera, MyWorkSource, and e-
Bridge, as requested by staff.  
 

8. Manage documents in the Shared Drive. Receive forwarded messages containing documents that 
need to be filed in the Shared Drive including but not limited to monthly contractor bills, 
performance documents, I-Trac and I-Learn certificates. 
 

9. Archive files as directed by program managers and create transmittal sheets/barcode labels and 
update master inventory list. Monitor and follow federal law regarding document retention 
schedules. 

 
10. Anticipate, identify and analyze administrative issues and problems and determine what it will 

take to solve them. 
 

11. Oversee the operation and maintenance of all automated office systems (computers, printers, 
phones) and maintain relationships with appropriate vendors. 
 

12. Order and purchase office supplies and some small equipment. 
 

13. Process and distribute incoming and outgoing mail. 
 

14. Maintain the tidiness of the office overall, including the kitchen. 
 
Required Experience:  
 

1. 3 – 5 years high level administrative or office coordination experience. 
 

2. Non-profit experience preferred but not required. 

Required Education: 
 

1. Training in business, secretarial science or closely related curriculum in a technical institute or 
business school or; 
 

2. An Associate’s degree in office systems technology or a related discipline from a community or 
technical college or; 
 

3. A Bachelor’s degree in business or a related discipline.  
  
 

 
Willamette Workforce Partnership is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with 
disabilities. Oregon Relay 1-800-735-2900 Please contact Incite you need an accommodation. 


