
  

Office Manager  

AVSI-USA (www.avsi-usa.org) is seeking a part-time employee to join our DC area office, located in Silver 
Spring, MD.  

AVSI-USA is a small non-profit organization whose mission is to promote human dignity through long-
term development projects and partnerships in contexts of vulnerability and poverty around the world. 
AVSI-USA works through the AVSI network which is present in 30 countries both directly and through 
partnerships with hundreds of local, community-based organizations. AVSI-USA leverages US based 
resources, both financial and technical, to further this mission. More than just channeling resources to 
our partners overseas, AVSI-USA bridges the gap between the individuals and communities we serve 
and the donors and supporters from the U.S.   

The Office Manager will provide support to the AVSI-USA team of 6 people managing the day-to-day 
needs of the rented office, book-keeping as well as selected administrative tasks. He/she will report to 
the Managing Director. The role of Office Manager is multi-functional, with a significant amount of time 
to be spent on bookkeeping and accounting. A successful Office Manager will enjoy being part of a small 
and dynamic team which works with dedication and passion to do as much good as possible with limited 
resources. The Office Manager will also thrive in an environment which changes often as new projects 
are approved and special opportunities arise for AVSI-USA to respond to. Given that the current 
portfolio of AVSI-USA includes projects in over 10 countries, the Office Manager will also benefit from 
the challenge of working in an international environment and connecting with colleagues and peers 
from around the world. The Office Manager should be ready to help AVSI-USA continue to grow while 
taking advantage of the technologies available to improve the efficiency and effectiveness of our work.  

Primary Scope of Work:   

1) Bookkeeping and accounting 
a. Recording and reconciling all bank transactions in Quickbooks 
b. Oversee petty cash and staff reimbursement requests, following established procedures 

and with proper record keeping 
c. Provide management with regular updates on financial situation and cash flow, in 

particular quarterly reports of budget vs actual, and notify in case of problems or 
concerns 

d. Record all transactions related to grant management, including foundation grants (pass 
through grants and managed grants/temporary restricted assets), donations (restricted 
and unrestricted) 

http://www.avsi-usa.org/


e. Support management to clear restricted assets and grant management accounts on a 
regular basis (at least every 6 months) and transfer money to beneficiary, with proper 
record keeping and accounting  

f. Prepare invoices for donor-funded projects on quarterly basis (5-6 invoices) with 
guidance from Managing Director, submit to AVSI Headquarters and track payments 
against invoices 

g. Communication with CPA to review all accounts regularly, and at close of year 
h. Support preparation for annual audit, together with CPA and management 

2) Regular office management, IT support, supplies, etc  
3) Support for human resource management, including employee records, leave, and benefits 
4) Oversee communication with individual donors 
5) Occasional event and travel planning support for staff members 
6) Maintenance of administrative files, agreements and other records, both electronically and 

physically 
7) Ensure compliance with tax, insurance and legal obligations 

Required Skills: 

1) Strong accounting knowledge and experience, including with Quickbooks. 
2) Superb attention to details. 
3) Considerable experience with office management and affinity for keeping a small office running 

efficiently.  
4) Excellent English writing and communication skills, including critical thinking skills.  
5) Advanced competence with MS Office applications, including Excel, cloud-based computing and 

file sharing.   
6) Strong organizational and time management skills, as well as ability to improve systems 

including those which involve other team members.  
7) Personal characteristics such as openness to learn from and with colleagues, open to follow 

direction and receive feedback, and willingness to serve the AVSI-USA mission.  
8) Pro-active and energetic personality, ability to ask good questions, seek information and 

answers independently, and exercise prudent judgement about when to seek input before 
making decisions.  

9) Solid work ethic expressed in the willingness to take on tasks which may not necessarily be 
spelled out in this job description and to support the overall mission of AVSI-USA and special 
projects as needed. 

Desired Skills:  

1) Experience with contract management. 
2) Interest in or experience with customer relations/ donor management.  
3) Interest in or experience with human resources.  

Remuneration and Benefits:   



a. Hours & Salary: the salary for this position, 20 hours per week, flexible schedule, but preferably 
9am-1pm, will be paid at an hourly rate commensurate with experience. Teleworking is possible 
only for a portion of the hours per week.  

  
b. Benefits: Sick and personal leave will be accrued, up to 56 hours (7 days) per year.    

 
Performance Review: At the end of each 12-month cycle of employment, the employee will have a 
performance review meeting with the Managing Director to review the accomplishments and 
shortcomings of the previous year.  
 
Probationary Period: The first three months of this employment contract will be considered a 
probationary period during which the employee and Managing Director can assess in practice whether 
the position is a good fit.  
 
Application Process: Interested candidates should email Jackie Aldrette, Managing Director, 
(Jackie.aldrette@avsi.org) with a letter of interest and a resume, including at least 1 professional 
reference. Applicants will be contacted for an interview if they meet the desired qualifications and if the 
position is still open.  
 
Applications will be received and reviewed on a rolling basis until the position is filled. AVSI-USA hopes 
for a start date before/around March 1, 2021.   
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