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Position Available: Office Manager

Description: The Pence Gallery, a nonprofit art gallery founded in 1976, is currently looking to hire a new Office Manager.  As administrative support for the Pence Gallery, the Office Manager is responsible for the accurate recording of incoming and outgoing payments and making bank deposits. They are also responsible for administrative support for events, exhibits, payroll, and membership. The Office Manager will keep track of artworks in the gift shop and exhibits in our Point-of-Sale system, and print labels for artwork as needed. 

The Office Manager should have:
· An excellent attention to detail in written and oral interactions
· Ability to focus on a variety of ongoing projects and to prioritize important tasks
· Strong math skills and the ability to handle cash, checks, etc. 
· Skills at paying bills online or via check on time and with accuracy
· Excellent computer skills: ability to enter data and make reports in Neon and Lightspeed, and to problem-solve 
· Strong writing skills and knowledge of how to write correspondence and other types of writing 
· The ability to move some lightweight furniture, boxes, office supplies, etc. 
· A kind and helpful manner in working with visitors, volunteers, members, and other staff members
· The ability to deal with outgoing and incoming mail, including preparing bulk mailings for 400+ members

Requirements: Applicants should have a bachelor’s degree, and 1-2 years of work experience in a similar position. Having a knowledge of or interest in art is a plus. 

To Apply: Please apply through our position listed at Indeed.com with a resume and cover letter. The position is 10 hours per week, 2-3 days a week (between Monday-Friday, 9 AM-5 PM). We are not accepting applications via email. The position is located at the Pence Gallery in Davis, and is open until filled. 

Hours & Compensation: The hourly rate is paid at $23-25/hour, depending upon experience. There are no benefits associated with this position, except for 40 hours of sick time per year after working at the position for over 32 hours. 
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