
The Helping Center (THC) 

JOB DESCRIPTION: OFFICE ADMINISTRATOR  

 
POSITION SUMMARY: 
The part-time Office Administrator (OA) reports directly to the Executive Director and 
will assist in the management of THC’s fiscal resources and the delivery of quality 
services to the community in accordance with the Mission Statement and policies 
established by the Board of Directors.  The OA will provide administrative services to 
ensure that the organization flows smoothly and is further designed to serve as a 
backup position when the Executive Director is unavailable.  Part-time is defined as 20-
30 hours per week, Monday through Friday. 

 

GENERAL DUTIES AND RESPONSIBILITIES: 

Daily/As Needed –  
1. Process donation checks by recording donor information, preparing deposit 

slips, posting in QuickBooks, and preparing acknowledgement letters. 

2. Banking – prepare deposits, reconcile accounts, monitor account balances, 
serve as contact with bank. 

3. Prepare & track client financial aid approved by the Executive Director, 
including utility checks for clients. 

4. Manage Accounts Payable, Payroll, and other accounting functions. 

5. Manage QuickBooks entries and reporting needs including automatic payments. 
6. Monitor tracking of incoming food donations for monthly reports. 
7. Become knowledgeable about Oasis system and THC procedures.  
8. Input client data into Oasis system. 
9. Assist in tracking food inventory and placing food orders from various vendors. 
10.  Serve as administrator for QuickBooks Online. 
11.  Serve as administrator for Stripe and Square transactions and reconciliation. 

 

Monthly/As Needed -  
1. Review bank statements and reconcile with QuickBooks. 
2. Review Intake forms for completion and authorization. 
3. Prepare Director, food budget analysis, preliminary financials, Austin 

Community Foundation and food purchase detail reports for board meetings. 
4. Run Oasis reports and prepare data clean up spreadsheets for input. 
5. Keep files organized and easily retrievable following records retention plan. 

 



 

REQUIRED KNOWLEDGE, SKILLS AND EXPERIENCE 
• Proficient in QuickBooks including data entry, queries, and reports. 

• Proficient in Microsoft Office suite including Word, Excel and vendor platforms. 

• Ability to operate office machines, such as scanner and printer. 

• 3-5 years’ experience in office management. Non-profit experience a plus. 

• Effective communication skills with an ability to communicate clearly, both 
verbally and in writing, with people from varied ethnic, socioeconomic, 
educational, and cultural backgrounds. Fluent Spanish is a plus. 

• Self-starter with ability to prioritize tasks.   

• The Helping Center is a dynamic environment.  Candidates must have 
organizational skills and be flexible. 

• Must have the heart of a servant. 


