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Office Manager  
Job Description 

 
Job Title Office Manager 

Terms Part-time hourly - 12 hours a week (Three 4 hour days) 

Location Washington, DC 

Compensation $17 - $20 per hour, based on experience 
 
 
Who We Are: 

Founded in 1999, DC Access is the only locally owned and operated Internet Service Provider in Washington, DC. 
The company offers WiFi and digital living consultations to residential and commercial customers in several 
Washington, DC and Northern Virginia neighborhoods. DC Access also operates Free TV DC, which installs rooftop 
antennas that allow residents to take advantage of broadcast digital television.  
 
 

Job Summary: 

The Office Manager role maintains office efficiency through innovative solutions and workflow/process improvements; 
maintains team calendars; responsible for administrative and business support to the business and business owner; 
and creating a collaborative environment for all staff, with a focus to promote DC Access as a premier internet service 
and technology solution provider, delivering exceptional customer service at all times. 
 

You are someone who: 

 effectively communicates; 
 can collaborate with other staff members; 
 must be flexible in handling multiple tasks of different nature ; 
 has the ability to prioritize efficiently; 
 values the company’s goal of providing reliable, affordable internet service combined with outstanding 

customer support; 
 is a detail-oriented person, able to keep track of multiple tasks; 
 always has the customer first in mind; 
 encourages a highly collaborative work environment;  
 and when presented with a challenge, doesn’t quit until you find a solution. 

 
Experience Required: 
 

 Basic understanding of internet access and streaming 

 Advanced computer skills in MS Word, Excel, PowerPoint and computer scanning 

 Ability to manage multiple tasks with a commitment to detail and quality in a dynamic setting 

 Strong interpersonal and communication skills (verbal and written) in a variety of settings and groups 

 Excellent customer service skills  

 Strong problem solving skills 
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 Excellent organizational skills and record keeping 

 Detail oriented and organized 

 Ability to communicate with DC Access staff and customers using standard DC Access communication tools 
including email, text and phone 

 Administrative Experience in another office setting highly preferred 

 Bachelor's degree or equivalent experience preferred 

 
Key Responsibilities: 
 

Perform office management functions in accordance with DC Access Policies and Procedures to include: 

 Perform duties such as, but not limited to: sort incoming mail, order and manage office supplies, file, and 
oversee cleaning staff 

 Maintain office schedules: manage office calendar in terms of staff meetings; if a scheduled appointment 
changes, notify affected parties immediately 

 Create agenda for weekly staff meetings in the required format 

 Schedule and manage office maintenance, ensuring it is completed correctly and on-time 

 Manage relationships with appropriate third party vendors 

 Assist in mass mailings and other communications related development and program as needed 

 Perform general office duties to include but not limited to: answering phones, taking messages, copying, 
taking and distributing meeting notes, general maintenance of office and storage areas 

 Any other duties deemed necessary by Executive Director 

 
Benefits of DC Access: 

 Flexibility and respect for life outside of DC Access 

 Team appreciation days 

 Casual dress code 


