
OFFICE MANAGER POSITION 

DIGNITY/WASHINGTON 
 

 

I.  Chapter Administrative Support 
 

1. Receive incoming mail, phone calls, check voicemail messages (2x outside of normal 
working hours; about 5x per week total), and check email messages (every day except 
Sunday).  Respond personally, or refer to others, as appropriate. 

2. Once or more each week, visit the D/W P.O. Box (600 Pennsylvania Ave., SE) to 
retrieve Chapter mail (2x per week). Record all financial-related mail for the record, 
and transmit it to the Bookkeeper and D/W Treasurer on a weekly basis. Record 
incoming memberships, and transmit checks to the Treasurer and forms to the 
Chapter Membership Coordinator.  

3. Manage D/W information line voicemail sub-boxes, updating and changing “greeting 
messages” with new information, as necessary. 

4. On a weekly basis, compose, print and make copies of the D/W “Sunday Bulletin.”  
Assure that 100 copies are transported to Church. 

5. On a monthly basis, prepare draft Board Meeting agenda for the President. Copy and 
mail final agendas, minutes, calendars, and other meeting documents to all Board 
Members. Email meeting reminder notice one week prior to each meeting; attend all 
Board Meetings (generally the first Wednesday of the month); and, take notes and 
assure follow-up actions as directed by the President and Board. 

6. Maintain and update the D/W email address book. On a weekly or as-needed basis, 
compose and transmit “Community Emails” to the D/W list-serve.  

7. Responsible for copying, collating, compiling, and/or mailing to the membership (and 
others) Chapter informational materials, as needed or requested.  

8. On an as-needed basis, prepare, update, and/or distribute Board/Chairpersons 
contact information lists, nametags, and mailing labels. 

9. As requested, prepare, edit, and make copies of D/W Bylaws, event flyers, brochures, 
and other informational materials. Create and maintain office files. 

10. On an ongoing basis, monitor incoming communications from members for needed 
corrections to personal information, address changes, etc.; transmits such updates to 
the Chapter Membership Coordinator.  

11. Purchase and stock copier paper and other office equipment supplies (e.g., postage 
stamps, etc.) the Dignity Center office. 

12. Handles copier machine account with Commonwealth Digital; reports quarterly 
totals.  Assigns copier codes to D/W officers & groups. Performs basic maintenance. 

13. Maintain paper and electronic library of important and recurring D/W documents 
(e.g., By-laws, building construction documents, etc.) 

14. Act as primary contact with the D/W security firm for alarms relating to the system. 
15. In accordance with Board determinations of “community service” and other awards, 

develops templates for award plaques; and, handles D/W plaque account 
responsibilities with Dan Kain Trophies, Inc., including delivering plaque orders to, 
and picking them up from, the engraving shop in Fairfax, VA. 

   



II. Dignity Center Events Preparation/Coordination  
 

1. On an ongoing basis, maintain the D/W events calendar. Coordinate and resolve 
scheduling issues with the appropriate persons.  

2. Schedule and coordinate use of Dignity Center space for D/W groups and events; 
outside groups using space on a regular basis; and outside individuals and groups 
using space for special events. As appropriate, develop written agreements and 
understandings with outside individuals and groups, and recommend appropriate 
donations for Dignity Center space usage. Keep Executive Committee informed of 
proposed uses by outside groups. 

3. Develop, disseminate, and enforce guidelines for usage of the Dignity Center by 
D/W and outside groups. Assign and distribute keys to building users; provide 
orientation/instructions on security system, safety, and other building features. 

4. Prepare rooms, furniture, equipment, etc., for scheduled Dignity Center events.  
Respond to requests, concerns, complaints, etc., of all users, relating to the building, 
and its facilities and equipment.   

5. Purchase and stock cups, utensils, paper plates, paper goods, and miscellaneous 
kitchen supplies, for Dignity Center social events. 

6. Develop and maintain, as requested by the Chapter Treasurer, an up-to-date 
inventory of all Dignity Center furniture and equipment.  

7. Purchase and stock cleaning supplies; bathroom supplies; light bulbs; and, all other 
supplies necessary for the maintenance of the building. 

8. As necessary, represent D/W in working with the Barracks Row Business 
Association, and others, on neighborhood issues of common concern.  

9. Ongoing interactions with outside groups using the building (e.g., Communitas, 
Lambda Bridge Club, Brother Help Thyself, Imperial Court). 

 

 III. Dignity Center Maintenance 
 

1. On a weekly basis, collect all trash and garbage in the building. Move the building’s 
leased dumpster outside the rear gate for collection each Wednesday evening; 
retrieve, and re-secure the dumpster inside the gate, each Thursday. 

2. On a weekly basis, clean and re-stock the Center’s three bathrooms.   
3. Coordinate the work schedule of the Dignity Center’s hired cleaning service.  
4. Schedule/hire contractors for service and repair work, including HVAC systems; 

plumbing systems; electrical systems; security systems; etc.  
5. On an as-needed basis (performed 4x per year), change HVAC system filters 

throughout the building.  
6. On a yearly basis, handles D/W fire extinguisher account with Ace Fire Extinguisher 

Service, Inc., including delivering the Center’s four fire extinguishers to the servicing 
shop in College Park, MD, for required equipment inspections and re-certifications. 

 

 


