
 

The Y: We’re for youth development, healthy living, and social responsibility. 

GREATER KINGSPORT FAMILY YMCA  
 
Job Title: Office Coordinator   

FLSA Status: Part-time Job Grade: 10 

Reports to: Director Executive Administration   Revision Date:  June 2020 

Leadership Level:  Leader                                             Primary Function:  Admin Office Support 
 
POSITION SUMMARY: 
This position supports the work of the Y, a leading nonprofit, charitable organization committed to 
strengthening community through youth development, healthy living and social responsibility. The 
Office Coordinator is responsible for supporting the general operation of the administrative office. 

OUR CULTURE:   
Our mission and core values are brought to life by our culture. In the Y, we strive to live our cause of 
strengthening communities with purpose and intentionality every day.  We are welcoming: we are 
open to all. We are a place where you can belong and become. We are genuine: we value you and 
embrace your individuality. We are hopeful: we believe in you and your potential to become a 
catalyst in the world. We are nurturing: we support you in your journey to develop your full 
potential. We are determined: above all else, we are on a relentless quest to make our community 
stronger, beginning with you. 

ESSENTIAL FUNCTIONS: 

 Maintain, inventory, and organize office supply stock, ordering supplies upon request and as 
needed to maintain inventory; 

 Filing for administrative office staff; 
 Track, compose, and submit expense reports for the CEO; 
 Schedule appointments, take messages, and other support for CEO as needed; 
 Prepare for meetings including scheduling rooms, printing packet materials, ordering catering, 

and room/table/seating set up; 
 Provide administrative support for Financial Development including pledge entry and annual 

charity auction; 
 Manage meeting room calendars and schedules; 
 Manage calendar and driving authorizations for YMCA vehicles; 
 Maintain general office equipment such as copier, fax machine, and postage meter including 

ordering supplies and scheduling maintenance visits; 
 Inspect and ensure shared meeting, storage, and workspaces (including shared closets, work 

rooms, kitchen, etc.) are maintained and organized; 
 Performs other duties as assigned. 

 
QUALIFICATIONS: 
1. High school diploma required. Associate’s Degree in business or office management preferred. 
2. Proficiency in Microsoft Office programs including MS Word, Excel, and PowerPoint. SharePoint 

experience preferred. 
3. Excellent verbal and written communication skills required. 
4. Strong customer service and relationship building skills. 
5. Demonstrates respect of others including staff, volunteers, members and program participants. 
6. Excellent problem solving skills. 
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WORK ENVIRONMENT & PHYSICAL DEMANDS: The physical demands described here are 
representative of those that must be met by an employee to successfully perform the essential 
functions of this job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 

 While performing the duties of this job, the employee is regularly required to use a computer 
for extended periods of time and be able to communicate using a computer and phone/smart 
device.  The employee frequently is required to sit and reach, and must be able to move 
around the work environment.  

 The employee must occasionally lift and/or move up to 10 pounds.   
 Specific vision abilities required by this job include close vision, distance vision, and the ability 

to adjust. 
 The noise level in the work environment is usually moderate but can be noisy at times.  

 

SIGNATURE: 
 
I have reviewed and understand this job description. 
 
 
__________________________________  _________________________________ 
Employee’s name     Employee’s signature 
 
Today’s date: _______________________ 

 


