
Office Manager (6 month contract) 

 

Do you enjoy working with a diverse and dedicated group of individuals to deliver much needed 

services? Are you focused on outcomes and love the details? Is your success measured by improving the 

life circumstances of others? If so, the Victoria Brain Injury Society (VBIS) wants to meet you. 

 

The Victoria Brain Injury Society was founded in 1983 with a mission to provide support, education and 

advocacy for persons with a brain injury throughout southern Vancouver Island.  With a staff of six and 

through collaboration with a volunteer base of 75, we provide services designed to support clients, 

families & caregivers through crisis, improve their physical & emotional well-being and teach 

compensatory & coping strategies for dealing with life challenges arising in the aftermath of an acquired 

brain injury (ABI).  We are the primary social service organization exclusively dedicated to the needs of 

the brain injury community in the Capital Region District. 

 

The Office Manager, as the hub of the organization, acts as the central resource for the organization on all 

administrative & finance matters.  You must be capable of performing a variety of tasks, both client 

focussed and administrative, and will possess excellent planning, organizational and people skills. 

 

QUALIFICATIONS, SKILLS AND ATTRIBUTES 

 Mandatory Qualifications, Skills and Attributes 

 Minimum 3-5 years of administration experience preferably in the non-profit sector 

 Excellent professional verbal and written communication skills 

 Proficiency in using Microsoft applications including Excel, Word and Outlook 

 Ability to create a safe and supportive environment for clients and maintain a calm and professional 
demeanor 

 Extremely well-organized with great time management skills to schedule administrative workload. 

 Ability to work both independently and within a team, to take initiative, and to prioritize work even 
when there are frequent interruptions 

 Aware of, and sensitive to, cultural, ethnic and economic diversity; skilled at handling clients who 
are experiencing challenges related to mental health and/or substance misuse 

 Ability to interpret verbal and non-verbal behaviour, to develop accurate perception and 
understanding of others’ feelings, needs, values and opinions 

 Open to reflective practice, learning, growth and development 

 Approachable, helpful, positive and solution-oriented 

 A criminal record check is required 

 Capacity to learn new skills and software 
 

Desirable Qualifications, Skills and Attributes 

 Experience with Simply Accounting software 

 Experience working with volunteers 

 Knowledge and understanding of acquired brain injury  



 

A full job description is available at http://vbis.ca/career-opportunities 

 

APPLYING 

 
Please send a covering letter and resume outlining how you meet the qualifications for this position to 
pamp@vbis.ca by October 30th at 4pm. 

 

We thank all applicants for their interest however, due to volume, we can only contact those selected 

for interviews. 

 

 

 

 

http://vbis.ca/career-opportunities

