COMMUNITY COLLEGE

TVCC is a comprehensive community college dedicated to promoting student success.

Office Manager

(Small Business Development Center)

PAY - $17.00 per hour LOCATION - Ontario, Oregon
JOB TYPE - Part-time (19 hrs per week) DEPARTMENT - SBDC
DEADLINE - Open until filled REPORTS TO - SBDC Director

This position is responsible for the daily office operations of the Small Business
Development Center (SBDC). Performs secretarial duties for the SBDC Director as needed.
Extensive computer work (mainly database management, workshop registration, and
brochure creation). Primary duties include phone inquiries and registrations, walk-in office
traffic, client report maintenance, workshop organization, and fiscal record keeping.
Maintains records, assists clients, staff or the public, according to the guidelines set forth in
the Treasure Valley Community College policies & procedures, and the Oregon SBDC
Network (OSBDCN). Maintains relationships with various campus departments to facilitate
program integration and awareness.

QUALIFICATIONS
MANDATORY: High school education or equivalent and up to two years of clerical

experience, or any satisfactory combination of experience and training which demonstrates
the knowledge, skills and abilities to perform the above duties. A minimum of 6 months
experience in public relations, customer service or related experience with high public
contact. Requires the use of general principles and techniques of secretarial practices.
Must be or become familiar with policies and programs related to department served.

PREFERRED: Associate’s degree in Business-related or Administrative/Office Management

e Must have strong communication and organization skills. Ability to maintain a positive
and professional attitude while handling multiple tasks.

e Must be able to set priorities, initiate work and meet deadlines with minimal guidance.

e Must be able to learn new things quickly and problem solve effectively, using attention
to detail, accuracy, and good organizational skills.

e Must be able to analyze needs of walk-in, telephone or email clients determining the
needs and stage of their business.

e Must have basic knowledge of computer operations and the ability to operate selected
software programs and Internet functions related to the position.

o Preferred: Strong MS Office skills (Word, Excel, Access, Publisher)



Strong MS Outlook skills (calendaring, email, contact management)
Computerized record keeping experience.

e Ability to maintain contractually required confidentiality with regard to clients,
instructors, advisors, and CBWCL activities.

e Skills in grammar, punctuation, spelling, vocabulary, proofreading, communication and
in being organized required.

e Positive people and phone skills required.

ESSENTIAL FUNCTIONS
Demonstrating exceptional customer service, effectively communicating with customers

through various channels such as phone, email, chat, or in-person interactions to
understand their needs, provide assistance, and ensure a positive experience. This includes
active listening, clear and concise verbal communication, and proficient written
communication skills to convey information accurately and professionally.

Acts as office receptionist, by phone and in person. Responds to routine requests for
information. Answers e-mails from clients, students, business and other agencies.

Assist students, staff, and the public in the intake services (in person, on-line and
telephone) for applications and class registrations by directing them to the appropriate
personnel / department in student services.

Create and maintain instructor course material class files.
Maintains confidential SBDC advising client files and records.
Prepare and input Center IC, notes and events.

Coordinate with the physical plant staff to arrange and schedule classrooms, equipment,
and instructional materials for SBDC classes.

Coordinate with the Registrar to support appropriate sections for all SBDC courses are
created.

Conducts initial pre-advising interviews, screening client and determines appropriate course
of action: class, advisor, outside referral or other form of assistance.

Coordinates and maintains the schedules of the SBDC advisors, instructors, and as
appropriate, the Director.

Assists in the development, production, and distribution of marketing materials; such as
flyers, brochures, and schedules.

Attends professional and college meetings as required.
TERMS OF EMPLOYMENT

Part-time (up to 19 hrs per week), non-exempt (hourly), grant funded position. Work hours
will be flexible. Schedule will be mutually agreed upon with the Director.

BENEFITS
Per Oregon law, 1 hour of sick leave will be earned for every 30 hours worked.



APPLICATION PROCEDURE
A complete application file consists of the following:
e A letter of interest stating how you are qualified to perform the duties of the position
e A resume
e College transcripts, if any (copies are acceptable at this time)
e A TVCC application for employment. A pdf fillable application may be downloaded at
www.tvcc.cc/hr/jobs.cfm
e If applicable, a completed DD Form 214 in order to establish veteran preference per
OAR 839-006-0445 and OAR 839-006-0450(3)

APPLICATION SUBMISSION: All application materials should be submitted or mailed to:
HR@tvcc.cc or Human Resources, Treasure Valley Community College, 650 College
Boulevard, Ontario, OR 97914,

NOTE: If you are unable to supply any requested application information by the deadline, please notify
the HR office, otherwise your application may be deemed incomplete and will not be considered
further. Materials submitted with the application become the property of TVCC and will be retained in
accordance with employment procedures. The College reserves the right to reject all applicants and
ask for a re-opening of the position or make a direct appointment.

TREASURE VALLEY COMMUNITY COLLEGE IS AN
EQUAL OPPORTUNITY EDUCATOR AND EMPLOYER

It is the policy of the Treasure Valley Community College Board of Education and the College that there will be no discrimination or
harassment on the grounds of race, color, sex, marital status, sexual orientation, religion, national origin, age or disability in any
educational programs, activities or employment. Lack of English language skills will not be a barrier to admission and participation in
career and technical education programs. Persons having questions about equal opportunity and nondiscrimination should contact
the Human Resources Director located in the Student Services Center on the south side of the Four Rivers Cultural Center building,
or call (541) 881-5838 or TDD (541) 881-5839.

Persons having questions about or requests for special needs and accommodation should contact the Disabilities Services
Coordinator at Treasure Valley Community College, 650 College Blvd., Ontario, OR 97914. Telephone (541) 881-5812 or TDD
(541) 881-2723. Contact should be made 72 hours in advance of the event.
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