The CSC is seeking a full time Office Administrator. This is a salaried position, Monday through Friday 8am to 5pm. 
The Office Administrator is an essential, multifaceted role responsible for the efficient daily operation, facility management, and volunteer coordination for the Children’s Safety Center of Washington County (CSC). This position serves as a primary administrative partner to CSC leadership, ensuring all functions align with the center's mission to empower children to overcome abuse and begin to trust, hope, and heal.
Key Responsibilities Include:
· Office and Facility Management: Overseeing general administrative duties, managing IT/office equipment needs, assisting the Executive Director with building maintenance, and maintaining inventory and essential documents.
· Volunteer & HR Administration: Facilitating the comprehensive onboarding, training, supervision, and ongoing support for all CSC volunteers, while also assisting leadership with administrative HR processes for staff.
· Client & Partner Relations: Serving as the professional, welcoming first impression for all visitors, providing crisis intervention as needed, and fostering positive relationships with staff, volunteers, and multidisciplinary team (MDT) partners.
· Client Appointment Coordination: Scheduling and documenting initial appointments for referred clients, managing client advocacy referrals, and maintaining secure records.
Qualifications & Requirements:
Candidates must possess a minimum Bachelor's Degree, have experience or in-depth knowledge of working with children who have experienced trauma, and demonstrate highly developed interpersonal and organizational skills. Must be able to manage complex projects and multi-task effectively, have strong problem-solving skills and attention to detail, and be skilled at prioritizing workload and meeting deadlines. Proficiency in Google and Microsoft platforms, strict adherence to ethical boundaries and confidentiality, and the ability to work effectively with diverse professionals are essential. A successful background check is required and notary preferred. 
📩 Interested candidates can request the full job description and apply by sending a cover letter & résumé to casey@childrenssafetycenter.org.
