
 

 
 

UNITED SOUTH END SETTLEMENTS 
 

United South End Settlements (USES) is a community-based nonprofit organization focused on improving the 
health, safety, education and economic security of low-income residents in and around the South End Lower 
Roxbury neighborhood of Boston by leveraging multi-generational and inclusive approaches that moves people 
forward.  USES has held true to its settlement house roots, committing to the motto of “neighbors helping 
neighbors to grow and thrive.”  Our extended family is an integrated team of participants, staff, volunteers, 
community leaders, and business partners.  USES operates in three locations in the South End – Harriet Tubman 
House, South End House, the Children’s Art Centre – and Camp Hale on Squam Lake in New Hampshire.  For more 
information about our programs and impact, please visit our website at www.uses.org.  
 

Office Coordinator, Harriet Tubman House 
 
GENERAL DESCRIPTION 
The Office Coordinator is the first point of contact with participants and visitors, providing consistent and quality 
customer service.  The office coordinator is point person for administrative needs for the organization, and ensures 
that the day-to-day operations and administration of the Harriet Tubman House (HTH) are completed. The Office 
Coordinator is a key member of the operations team, with responsibilities across a variety of administrative and 
office support duties ranging from general clerical support to complex administrative coordination.  The ideal 
Office Coordinator thrives in a fast paced environment and takes pride and ownership in supporting administrative 
needs in furthering the mission of USES and its diverse community programs. 

The Harriet Tubman House (566 Tremont Street in Boston) is a prominent building which houses a diverse array of 
programming and administration, and is a central community center for USES, its tenants, and the broader South 
End community. 

The Office Coordinator is a full-time salary position, Monday – Friday 8:00 am – 4:00 pm. This position reports to 
the Vice President of Operations, collaborates closely with staff across the agency, and will supervise the part-time 
administrative clerk as well as any temporary administrative employees.  Participation in departmental and 
agency-wide staff meetings is expected. 

QUALIFICATIONS 

 5+ years of administrative or office management experience in a social services agency required; 
lead/supervisory experience in an office setting preferred   

 Demonstrates excellent customer service skills, positive attitude and communication with a diverse group 
of community members 

 Must have the ability to prioritize tasks based upon deadlines and needs, utilizing professional judgement 
to communicate and include others when necessary 

 Strong written and verbal skills along with an above average acumen of accuracy  

 An excellent working knowledge of all Windows and Microsoft Office applications; Intermediate Excel 
skills desired with an interest to learn new systems and an ability to get up-to-speed quickly 

 Working knowledge of general business processes and procedures and the ability to problem solve 

 Comfort working in a fast-paced and dynamic environment;  ability to complete complex tasks with 
frequent interruptions  

 High school graduate or GED required; additional relevant college education or business experience 
preferred 

RESPONSIBILITIES 
Reception Desk Management  

 Answer telephones, direct callers to appropriate people within the agency and take accurate and 
timely messages 

 Provide highest level of customer service when greeting USES staff, participants and visitors 

 Ensure all visitors sign into the building and direct them to their location 
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 Oversee and coordinate internal and external mail and package deliveries 
 

Support Agency Technology Needs  
To include, but not limited to: Computers, Phones, Voice Mail system, Copiers, Fax Machines, and Postage 
Meter 

 Maintain messages on general voice mail system and internal menu 

 Oversee maintenance, service, and usage of office equipment 

 Provide staff training on equipment usage as needed, and troubleshoot technology needs within the 
building.  Responsible for communicating more complex needs with external IT support vendor 
 

Manage Community Center Operations 

 Create a warm and welcoming space for staff, participants and visitors; ensuring building is clean, 
well equipped with supplies and promotes USES’s brand and programs 

 Oversee Room Bookings  
 Coordinate outreach and communications regarding available rental options 
 Maintain scheduling database with special focus on all activity happening in building 
 Alongside other members of the operations team, ensure timely invoicing and collection of 

rental payments Liaise with Facilities and cleaning staff for appropriate and timely room set-up 
and breakdown  

 Send Room Booking reports to Senior Team on a weekly basis 

 Report monthly Room Utilization and work with VP of Operations to increase utilization rates 

 Support monthly Food Distribution Program; help with coordination of logistics and flow within the 
space 

 Coordinate the Receptionist team, including scheduling, coordinating administrative tasks, and 
ensuring an efficient front office coverage plan 

 Oversee Building Schedule and Communicate to Staff 
 Inform staff in any changes of the building and/or room schedules 
 Provide prompt and proactive communication to staff about what is happening in the building at 

a given time 
 
      Administrative Support 

 Provide Administrative Support to VP of Operations as needed 

 Maintain and order office supplies for the organization, coordinating and maintaining positive vendor 
relations 

 Complete and submit vouchers to Finance Manager in timely manner 

 Process facilities work orders by preparing reports for VP of Operations and facilities 

 Support Tenant Relations by responding to their needs in an efficient and timely manner  

 Other duties as assigned  
 
PHYSICAL REQUIREMENTS  
 

 Must be able to climb, balance, stoop, kneel, crouch, reach, stand, walk, push, pull, lift, finger, grasp, feel, 
talk, hear, and be capable of repetitive motion 

 Position requires exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force 
frequently, and/or a negligible amount of force constantly 

 Work requires close visual acuity 

 Position is not substantially exposed to adverse environmental conditions 

The above statement reflects the general details considered necessary to describe the principal function of the job 
identified and shall not be considered a detailed description of all the work requirements that may be inherent in 
the job. 

 
To apply, please email resume and cover letter to: humanresources@uses.org 
In the subject line, please specify the position to which you are applying. No phone calls, please. 
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