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Full-Time Administrative Assistant/Office Manager 
 
HelpLine is seeking a personable, self-motivated, professional, team oriented, and highly organized individual to 
provide administrative support, tech coordination, and manage multi-site office structure. Includes providing 
administrative support to program managers and staff e.g. maintaining statistics, continuing education records, 
track background checks, etc, managing site/facility issues including coordinating safety program, site repairs, and 
liaising with IT contractor to ensure tech issues are addressed. Also as needed, greeting persons coming into the 
agency, answering the business line, and providing back up to other two Administrative Assistants. Work as part of 
a team of three administrative assistants supervised by agency Fiscal Director.  
The position is 40 hours a week.  To learn more about HelpLine go to www.helplinedelmor.org.  
 
REQUIREMENTS 
 

+ Minimum of High school diploma with at least 3 years experience in office management and 
working with the public successfully. 
 

+ Non-judgmental, empathetic, professional approach to others in need/in crisis 
 

+ Ability to interact and engage with the public professionally and personably 
 

+ Cultural competence and ability to work sensitively with diverse groups 
 

+ Ability to manage facility issues, work with vendors, address facility issues in timely manner, 
monitor and implement agency safety program 
 

+ Strong software proficiency and competency with tech/MIS coordination – ability to assist staff to 
get tech issues resolved by working with IT contractor. 

 
+ Must pass criminal background check and maintain satisfactory driving record 

 
+ Able to work in various locations as needed/use own transportation; must be reliable 

 
 
PREFERRED 
 

+ Preferred candidate would have project management experience. 
 

+ Ideal candidate would have strong experience in office management 
 

+ Non-profit work experience 
 
WHY WORK FOR HelpLine? 
 

+ Position offers a competitive wage with personal growth and professional development opportunities 
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+ HelpLine values diversity, inclusion and strives for a healthy work/life balance 
 

+ Mileage benefit for all work-related travel 
 

+ Continuing education opportunities 
 

HOW TO APPLY 
Interested candidates should send their resume and cover letter to Fiscal Director, Leslie Baldwin via 
email to lbaldwin@helplinedelmor.org.  Please send detailed resume and cover letter by Friday, March 
16th, 2020 for consideration.    

 
ABOUT HelpLine 
Founded in 1970, HelpLine of Delaware and Morrow Counties, Inc. (HelpLine) is the local, toll-free crisis support 
and, information and referral hotline. Committed to empowering people through knowledge and resources, 
HelpLine facilitates the recovery and stability of the emotional, financial and information needs of the North Central 
region of Ohio including communities in Delaware, Morrow, Crawford, Wyandot, Shelby, Union and Logan 
Counties. A growing and innovative non-profit, HelpLine is a bridge, connecting those in need to the resources, 
services and advocacy they seek.   
 
HelpLine is a contract provider of the Delaware-Morrow Mental Health and Recovery Services Board and 
partially funded by SourcePoint. A United Way Agency, HelpLine is accredited by the American 
Association of Suicidology, National Alliance of Information & Referral Systems and certified by the Ohio 
Department of Mental Health and Addiction Services. HelpLine is an Equal Opportunity 
Employer/Provider. 
 
 


