
Office Manager Job Posting  - June 2020 

 
 

OFFICE MANAGER 
Location:  Victoria, BC 

 
The Eldercare Foundation has built a strong profile for supporting seniors in Victoria, the surrounding 
area, and with partner organizations across the Island Health footprint.  A registered charity formed in 
1982, the Eldercare Foundation raises and stewards donor funds dedicated to enhancing the quality of 
life for seniors in their communities.  We are looking for an experienced administrative professional with 
the ability and energy to work independently, wear multiple hats and manage a wide range of 
administrative, financial and confidential related functions. 
 
About You 
You are an experienced administrative professional with at least three years of demonstrated 
experience.  You work well within a small team/office environment and exhibit leadership and initiative 
to complete core tasks independently.  You have a demonstrated ability to think strategically and 
possess a thorough understanding of critical analysis, problem solving, administrative and financial 
management.  You are an experienced writer and communicator with a proven record of 
accomplishment building strong interpersonal relationships.  You are a collaborator with experience 
working across different departments.  You are quick to learn new tasks and possess strong 
organisational and prioritization skills.  You are passionate about making a difference through your work. 
 
About the Position 
Reporting to the Executive Director, the Office Manager is responsible for the day-to-day operations of 
the Foundation office ensuring efficient and effective management of all issues affecting the daily 
business and administration of the Foundation.  The Office Manager will work under the direction of the 
Executive director to ensure the needs of the Foundation, our staff, directors, members, donors, and all 
other stakeholders, are met in a professional and timely manner.  The Office Manager supports and 
upholds the adherence to legislated and policy mandated privacy and charity fundraising ethics and 
procedures. 
 
We are looking for an experienced administrative professional who demonstrates the ability to 
communicate effectively, think strategically, multi-task and prioritize. The Office manager position 
includes reception, program administration, policy and procedure development, systems and equipment 
management, and general financial and administrative support. The Office Manager supports the team 
in sustaining and stewarding a range of strategic partner relations including donors, volunteers, 
sponsors, grantors including service clubs and community organizations, and grant recipients including 
Island Health. 
 
Knowledge, Skills and Experience 
The Office Manager is a key member of our team.  We are seeking an individual who is committed to the 
Foundation’s vision, mission, donors and beneficiaries.  The successful candidate will possess excellent 
leadership, communication and interpersonal skills and the ability to multi task and balance competing 
priorities.  Essential skills and qualities include: 
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 Demonstrated experience in administrative office management and organisational skills 
including development and implementation of policies and procedures.  Experience working with 
a registered charity and/or healthcare related organization an asset. 

 Excellent computer skills and experience using databases.  Microsoft Office competency 
mandatory.  Raiser’s Edge experience an asset. 

 Strong communicator with excellent telephone, writing and interpersonal skills.  Social media 
and WordPress abilities an asset. 

 Highly competent enabler of volunteers and staff within the context of assisting with fundraising, 
special event, and donor recognition activities.   

 Ability to learn quickly and take on tasks outside your skill set. 
 
Performance Expectations 

1. The Position:  To be successful in this role you will have experience working within office 
management in a busy environment, providing a high standard of customer service and will have 
the ability to deal effectively with conflicting priorities.   You will have strong administrative skills 
including using all Microsoft packages, be solution focused, resilient, have a high level of 
attention to detail and excellent organization and prioritization skills with the ability to 
successfully manage a busy and diverse workload.   The individual translates Eldercare 
Foundation’s vision, mission and overarching goals to provide effective, efficient office 
management and administrative support; communicates effectively to establish strong 
relationships with internal and external stakeholders. These include Foundation staff, Board 
members, donors, the seniors Eldercare supports and their families, Island Health staff and care 
teams, granting foundations and not-for-profit organizations, suppliers, contractors, and the 
broader community.  
   

2. Professional Ethics & Privacy:  Conduct to uphold the professional operation and management of 
the Foundation’s administrative office and adhere to Federal/Provincial privacy legislation and 
Association of Fundraising Professionals code of ethics. 

 
About Us 
We offer a flexible work environment and learning opportunities including support for appropriate 
training and development initiatives. 
 
This is a full-time position with competitive salary and benefits package.  The Office Manager works on-
site at the Foundation office located in the Hillside Seniors Health Centre in Victoria, BC.   
 
To Apply 
Please forward your resume and a cover letter that details how your experience and qualifications 
match this opportunity via email to: 
 
Lori McLeod, Executive Director 
Eldercare Foundation 
Email:  lori.mcleod@viha.ca 
 
This posting will close on July 7, 2020. 
 
To find out more about the Eldercare Foundation visit:  www.gvef.org 
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