
Position: Office Manager 
              

 
Summary             
The position of Office Manager is an important part of the service team in the daily operations of the Clark 
County Park District.  This position interfaces with vendors, customers, employees, and the Executive 
Director, as well as the Clark County Park District Board of Directors.  The Office Manager is often the 
first point of contact to the Park District and its stakeholders.  This is a full-time position with benefits.  A 
valid Illinois Driver’s license is required.  

 Qualifications            

 High School diploma or equivalent, and two years’ experience in related field.  Minimum of 

Associates degree preferred. 

 Has knowledge and experience with all aspects of financial accounting. QuickBooks experience 

preferred. 

 Ability to work independently with little or no supervision. 

 Works as part of a team with fellow employees. 

 This position is a confidential employee and is expected to exercise a high degree of conduct in 

this regard respecting the privacy and confidentiality of persons, documents and information. 

 Able to function affectively under stress/pressure. 

 Communicates effectively with both customers and coworkers and supervisors. 

 Is familiar with sound office practices. 

 Must be a resident of Clark County, or willing to reside within District boundaries within 12 

months. 

Supervision             

The Office Manager reports directly to the Executive Director. 

Essential Functions           

1. Assist the executive director in daily operations, personnel, marketing, and other aspects of the 

District’s operation. 

2. Maintains accurate records of accounts using the Districts software including but not limited to 

AP, AR, Payroll, taxes, etc. 

3. Processes daily deposits, reconcile bank statements, learn and act as backup to the gatehouse 

using the Campground Master software. 

4. Answers phones in response to routine inquiries and refers calls to appropriate staff members. 

5. Prepare notes and meeting minutes from recordings and attend meetings as required. 

6. Be responsible for posting agendas, meeting notices, and other items on the District web site 

7. Assemble and maintain accurate mailing and contact lists of various users for marketing, 

promotion, and informational purposes. 

8. Update, manage and maintain a well-organized office filing system. 

9. Inventory and maintain office supplies for the administrative office and gatehouse. 

10. Provide suggestions for improving efficiency and quality of work. 

11. Improve quality of customer service and reduce costs. 

12. Assist with activities, special events, and other duties as needed or assigned. 

 


