PROVIDENCE

INNOVATION & DESIGN

NDISTRICT

Office Manager

About I-195 Redevelopment District

We are a quasi-public state agency (legally defined as a public instrumentality and body corporate and
politic). Our mission is to foster economic development on Rhode Island's 195 land and beyond and
generate job creation opportunities that embrace the city's demographics by creating an environment
that encourages high-value users to build well-designed structures that enhance the value of
surrounding neighborhoods and augment the sense of place. We are seeking innovative and
hardworking problem-solvers to join our team!

Position Summary

The Office Manager assists with the coordination of operations and management of the 1-195
Redevelopment District (District). Responsibilities include, but are not limited to: assisting with functions
required to administer Commission meetings, assisting with processing invoices and billing, providing
procurement support, scheduling meetings, record-keeping, and filing. This position will report to the
Director of Operations.

Responsibilities

e Perform basic administrative functions, such as preparing expense reports, arranging travel,
reviewing mail, etc.

e Schedule meetings at the request of District staff

e Coordinate Commission meetings including scheduling, quorum confirmations, assembling
meeting packages, and record-keeping

e Assist with payroll, bookkeeping, and accounting functions such as preparing invoices for
processing, and preparing District bank deposits

e  Support District procurement needs

e Assist with website support

e Manage the District filing system

e Assist with contract compliance

e Assist with administrative functions related to park operations, as needed

Key Competencies

e Ability to maintain policies, and procedures

e Strong time management, communication, and coordination skills among various audiences,
including community members, vendors, and contractors

e Extremely organized and efficient

e Resourceful team player, yet able to work effectively independently

e Entrepreneurial self-starter willing to generate and execute new ideas to achieve the District’s
mission



Professional Qualifications

High School Diploma (Bachelor’s degree preferred) with three (3) to seven (7) years experience in a
similar role. Excellent computer skills, proficient in Microsoft Word, Excel, PowerPoint, Access, Adobe
Acrobat, and Outlook.

Benefits

Excellent benefits package including Health, Dental, and Paid Time Off

How to Apply

To apply for this position (or to direct any questions) please email your resume and cover letter

to questions@195district.com. Please include "Office Manager" in your subject line. Please submit your
information no later than April 25th to be considered for this opportunity.

“The District welcomes and encourages diversity in our workforce at all levels of the organization. We
provide equal employment opportunities to all employees and applicants for employment and prohibit
hiring discrimination of any type. All District hiring decisions are made without regard to race, color,

religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual orientation,
gender identity or expression, or any other characteristic protected by federal, state, or local laws.”

Salary Range: 545,000-560,000



