
 

 

             
            
   

ADMINISTRATIVE MANAGER 
 

The mission of South Baltimore Learning Center (SBLC) is to improve the self-sufficiency of 
educationally disadvantaged adults. SBLC is a community-based nonprofit organization providing 
functional literacy and life skills training, in addition to career preparation services, to residents in the 
Baltimore Area.  
 
POSITION SUMMARY 
The Administrative Manager at SBLC is responsible for the day-to-day oversight and coordination of 
administrative and operational functions including office management; grant program quality 
assurance and; facility and technology management.  Specifically, the Manager has a core role in 
SBLC’s operational activities including employee business services, procurement, front desk 
procedures and processes, and overall building management.  The Administrative Manager will also 
work closely with the Executive Director to offer guidance to the MIS, IAS and other staff on grant 
policy compliance.  The Manager will directly supervise part-time office assistants.   
 
ESSENTIAL RESPONSIBILITIES  
 
Office Management:  
 Organize and oversee all office operations; procurement of supplies; establish the Center’s file 

system; and oversight all office systems and equipment. 
 Manage all front office and clerical tasks; supervise and assign tasks to full and part-time office 

assistants. 
 Coordinate HR functions including recruitment, onboarding, payroll, benefits and personnel 

record management. 
 Complete daily, weekly and monthly finance support activities including account payables and 

receivables, and cash management; assist with program and grant budget monitoring. 
 
Grant & Program Quality Assurance: 
 Manage quality control processes related to data management; grant record keeping and 

compliance. Assist with grant reporting. 
 In concert with the Executive Director, offer guidance to the MIS and IAS on required policies and 

protocols that meet DLLR data quality standards; ensure processes are in place for data entry, 
intake, and assessment activities. 

 Serve as a key member of the Data Quality Team; coordinate quarterly meetings. 
 Ensure compliance and quality assurance of public and private funding resources and revenues. 

Assist Executive Director in developing and tracking SBLC’s annual dashboard.   
 
Facilities and Technology Support:   
 Manage third party vendors related to weekly, monthly and annual building maintenance, 

technology and network administration; ensure annual inspections are completed 
 Manage all leased spaces (offices and parking lot) 
 Monitor building safety and security policies and work closing with ED to monitor staff, learner 

and guest adherence of safety protocols.   
 



 

 

SUPERVISORY RESPONSIBILITIES 
 
Manage office assistant team and is responsible for their overall direction, coordination, and 
evaluation.   Carry out supervisory responsibilities in accordance with SBLC policies and applicable 
laws. Responsibilities include interviewing, hiring, and training associates; planning, assigning, and 
directing work; appraising performance; addressing complaints and resolving problems. 
 
QUALIFICATIONS, SKILLS AND TALENTS 
 Bachelor’s degree in business management, education or human services. 
 At least five years of experience in an office management and grant administration role.  Familiar 

with non-profit business processes. 
 Keen attention to detail. 
 Exceptional planning, organizing and administrative skills, specifically in establishing and 

maintaining office procedures and processes.  
 Natural problem-solver; willing to initiate and lead in unpredictable circumstances. 
 Sharp analytical and critical thinking skills.   
 Exceptional oral and written communication and interpersonal skills. 
 High energy, outgoing, team player, and a passion for SBLC’s mission is essential. 
 Working mastery of computer programs including Microsoft Word, Power Point and Excel, and 

familiarity with client management systems. 

HOURS, COMPENSATION AND BENEFITS 
FLSA Status:  Full-Time Non-Exempt 
 
The successful candidate will receive a competitive compensation and benefits package, 
commensurate with qualifications and experience.  
 
PHYSICAL DEMANDS AND WORK ENVIRONMENT 

The physical demands and work environment characteristics described here are representative of 
those that must be met by an employee to successfully perform the essential functions of the job.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of the job, the associate is often required to read, write, use hands to 
finger, handle, or feel objects or controls, reach with hands, and arms, talk, and hear.  Specific vision 
abilities required for this position include close vision, distance vision, peripheral vision, depth 
perception, and the ability to adjust focus. 
 
While performing the duties of this job, the noise level is typically moderate. 
 
APPLICATION PROCESS 
To apply, email cover letter and resume to recruiter@southbaltimorelearns.org. Please do not call.  
             
   


