
 
UNITED SOUTH END SETTLEMENTS 

 

United South End Settlements (USES) is a community-based nonprofit organization serving children, 

teens, adults, and seniors through programs in art, education, technology, and social services.  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.  

Please visit our website at www.uses.org.  

 

 

Office Coordinator 

 

 

GENERAL DESCRIPTION 

 

The Office Coordinator will perform higher level office support duties and provide specialized support for 

the Operations department. The Office Coordinator must perform a wide variety of administrative support 

duties ranging from general clerical support to complex administrative coordination duties, which 

includes conducting research, preparing statistical reports and spreadsheets, preparing correspondence, 

reports and presentations, handling information requests, scheduling meetings, providing purchasing 

support, managing facility rental process, and maintaining calendars and schedules.   

This position reports to the Operations Manager and will also support the Chief Operating Officer. This 

position will supervise the part-time admin clerk and temporary (OPS) employees.   

 

QUALIFICATIONS  

 

 Must be a high school graduate 

 Additional college or business experience preferred. 

 3-5 years of experience in a lead/supervisory role in a office setting preferred   

 Experience with scheduling 

 Demonstrates excellent customer service skills, positive attitude and discretion 

 Must have the ability to prioritize tasks based upon deadlines and needs 

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

 Ability to problem solve 

 An excellent working knowledge of all Windows and Microsoft Office applications; Intermediate 

Excel skills desired 

 Minimum 40 WPM typing and 10 key skills required 

 Working knowledge of general business processes and procedures 
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KEY RESPONSIBILITIES 

 Provide “first responder” service to all incoming inquiries to all who contact / inquire via phone 

or in person 

 Coordinate and send supply orders and confirmations 

 Coordinate internal and external mail 

 Manage technology, including external technology vendor 

 Provide general administrative support to the Chief Operating Officer 

 Manage all facility and room rentals  

 Manage office supplies  

 Track facility and room rental income 

 Coordinate internal room bookings 

 Greet all guests of the United South End Settlements 

 Other administrative support tasks and projects as assigned 

SALARY RANGE 

$28,000 to $35,000 based on experience 

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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