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OFFICE MANAGER POSITION 

We'd like to welcome you to the fellowship of Narcotics Anonymous. This is a fellowship of men 
and women who have found a way of new life ;through the abstinence of drugs and alcohol. This 
is done by making meetings, getting a sponsor, working and understanding the twelve steps and 
traditions ofNA. This is a non-profit organization and is supported solely by it's members 
contributions. It is important for any applicant to understand what this fellowship is about. That 
is why we prefer that anyone interested in this position is drug and alcohol free. 

Requirements: 

1. High school diploma or GED. 
2. Business office experience for at least two years. Office manager/payroll preferred. 
3. Must be computer literate. 
4. Knowledge of accounts receivable and accounts payable. 
5. Would be helpful to have marketing skills. 
6. Must be able to be bonded. 
7. Must be free of felony convictions for the past five years. 
8. After employment, have knowledge of all policies involved with Narcotic Anonymous. 
9. Give a report at SO Board meetings and be available to all board meetings. 

Job Description: 

1. Accounts Payable - the paying of bills, payroll, purchases, petty cash, and order office supplies. 
2. Accounts Receivable - payments to be applied for monthly sales, bank deposits, and collect 

past due accounts. 
3. Shipping and receiving orders - logging infonnation of all merchandise. Must know 

inventory, and also must log mail coming in and going out. 
4. Marketing - calling for new customers and finding ways to sell what we already have that isn't 

moving. 
5. Supervise - keep time and prepare payroll checks for special workers. 
6. Interview applicants for new positions that may open. 
7. Deal with our lawyers, accountants, insurance, and real estate agents. 
8. Take care of any duties needed to be done by the Board of Directors. 

What we are looking for is someone who is honest, have good communication and listening skills, 
is a team player and works well with people. 

All applicants interested should submit a resume to the GPRSO Board of Directors at 6212 Ridge 
Avenue, Philadelphia, PA 19128 or fax it at 215-509-7832. This is a part-time position, working 
a minimum of twenty hours a week and having to be here everyday that the regional office is 
open. The hourly amount will start at $10.00. There will also be a 90 day probationary period. 


