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St. Joseph Institute for the Deaf 
Position Description 

 
JOB TITLE: Office Manager      STATUS: Full-Time   
REPORTS TO: Executive Director                   LOCATION: Missouri Campus  
 
Summary:  
For nearly two centuries, St. Joseph Institute for the Deaf (SJI) has delivered exceptional listening and 
spoken language solutions for children with hearing loss, reflecting the charism of the Sisters of St Joseph of 
Carondelet. The Office Manager is a key role supporting early intervention, preschool, iHear, audiology and 
mainstream programming. Working under the direction of the Executive Director, the Office Manager will 
demonstrate support for all programs and manages overall facility needs.  
 
Essential Duties and Responsibilities: 
Administrative 

• Functions as administrative support manager to the Executive Director of the Missouri location, 
providing clerical support by screening calls and visitors, managing travel arrangements, setting 
appointments, assisting with external stakeholder communication, coordinating faculty meetings, 
managing the building calendar, and arranging parent meetings.  

• Answers and directs calls, checking voicemail and email frequently, and delivery messages in a 
timely manner.  

• Manages audiology clinic including scheduling clients, collaborating with the Audiologist to assist 
in preparation for each visit, enter billing related to each visit, order/ship/receive supplies and 
inventory stock. 

• Creates and fosters a welcoming and helpful office environment aligned with the mission and values 
of SJI. Upholds the professional, moral, and ethical standards of the organization. Actively supports 
the mission and values of SJI. Maintains professional demeanor.   

• Manages employee enrollment in Missouri First Steps and monitors annual staff training 
compliance to maintain professional licensures and credentials.  

• Provides clear and timely communication to parents, school district administration, and 
community partners regarding scheduled staff days, holidays, and the start and end of the school 
year.  

• Train and coordinate scheduling of volunteers for front desk so as to maintain a presence at the 
desk during business hours. 

• Maintains student records and documentation, updating annually or upon enrollment and ensures 
the master roster is current and tracks scheduling of annual assessments and monitors date entry.  

• Works directly with Early Intervention program leadership to ensure ongoing record compliance 
with local and state laws.  

• Prepares billing worksheets at the end of the month and works with the Acccounting Department to 
ensure accuracy of billing records each month and communicate with school district administrators, 
First Steps or parents as appropriate. 

• Monitors ongoing supply needs and orders office supplies, teaching and assessment materials, and 
school snacks. Track expenses and invoices, code receipts for various grants and budget items. 

• Organizes staff appreciation activities including birthday announcements, showers, luncheons, and 
other special activities.  

• Works in collaboration with SJI-MO alumni by planning fundraisers and special events.  
• Manages internal and external mail procedures and distributes mail daily. 
• Work proficiently with Microsoft Office Suite products. 
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Operations 
• Supports the Executive Director and staff in developing classroom coverage plans to ensure the 

safety of all students and staff while maintaining compliance with state childcare ratios.  
• Respects and maintains the privacy of employees among visitors, callers, and other employees.  
• Understands HIPAA and FERPA regulations, enforcing privacy practices when necessary. 
• Maintains highest level of confidentiality of student and family information by not disclosing 

sensitive information and controlling visibility of digital and paper records.  
• Monitors the front office, parking lot, and other areas for safety risks. Screens all visitors and follows 

SJI safety procedures.  
• Assists with campus development as needed including fundraising communication, flyers, mass 

mailings, special donor projects and event planning. 
• Manages facility maintenance schedule and serves as the primary contact for SJI facility vendors.  
• Creates and maintains building maintenance request procedures and completes minor facility 

maintenance as needed. 
• Schedules and facilitates emergency drills, maintaining all required documentation.  
• Provides guidance for minor IT issues when appropriate. 
• Performs other duties related to Missouri operations as assigned. 
 

 
Education, Training, Skills, and Experience: 

• Associate’s or Bachelor’s degree preferred.  
• Two or more years of experience in customer service, operations and/or fundraising preferred.  
• Experience in a non-profit or educational setting preferred.  
• Outstanding written and verbal communication skills. 
• Well-organized with excellent interpersonal skills. 
• Self-starter with the ability to work independently moving forward several talks simultaneously in 

a fast-paced environment. 
• Excellent organizational, administrative and recordkeeping skills. 
 

 
Equal Employment Opportunity (EEO) 
St. Joseph Institute for the Deaf is an equal employment employer.   
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