Colonial Pennsylvania Plantation Employment Opportunity 
Office Manager
The Plantation is searching for an individual who can take charge of our Office operations. The successful candidate should be an energetic  self-starter who can assume the task of streamlining and updating office procedures. 
Responsibilities include answering phones, maintaining reservations for Education Programs, creation and maintenance of membership and email databases, record keeping, maintain email communications,  make bank deposits and collect information needed for bookkeeper. 
Required skills include ability to multitask and work independently, strong computer skills including knowledge of Microsoft Office specifically Word, Excel, Access  strong spelling and grammar skills, pleasant telephone manner, ability to work well with other staff to support Plantation programs and activities. 
[bookmark: _GoBack]Hours fluctuate depending upon the season – typically up to 4 hours per week day during off season which is December through March and 5-6 hours per week day April through November.  
Wages are dependent upon skills and experience
Resumes should be received in our office by Tuesday, February 7, 2012
Please send resume with cover letter to: info@colonialplantation.org OR mail to Colonial Pennsylvania Plantation, Ridley Creek State Park, Media, PA 19063

