
 

 

OFFICE MANAGER 

JOB REQUIREMNTS  

 

Jack the Bike Man Inc, is a very unique children’s charity plus. 

We have behavior modifications programs and children teaching programs all centered on 
bicycles and bicycle safety. 

We give thousands of bikes to small children, we have adults and older teens earn their bike and 
we sell our higher quality restored bicycles. 

 

We need a full service Office Manager to be able to do the following; 

 Open and close the shop daily 

 Daily DATA entries 

 Keep our mailing lists up to date 

 Arrange the incoming mail to the correct area 

 Maintain volunteer records and time sheets 

 Volunteer assignments 

 Schedule Bike Pick up’s 

 Handle correspondence 

 Filing 

 Maintain time cards 

 Organize and maintain Grant information 

 Keep all records in order and safe 

There is more that I cannot think of as we have not had a full time Office Manager in the past.  
Our office is in the Bicycle Shop Warehouse.  

You will report directly to the Executive Director and work with the Program Director, Shop 
Manager and the Development Director. 

Please send your resume to Jack@JackTheBikeMan.org 



 

 

  

 


