Organizational Description
Windhorse Integrative Mental Health is a non-profit treatment and education organization with a whole person approach to recovery from serious psychiatric distress. Our services are individually tailored in close communication with each client and family.
Office Assistant
Windhorse Integrative Mental Health is seeking an office manager, who will work under the Operations Manager, and be responsible for the day-to-day administrative and business operations of the front office.  Primary areas of responsibility include reception and telephone communication, routine bookkeeping tasks, administrative support and office operations.
[bookmark: _GoBack]The position would be approximately 15-20 hours/week with hours typically 9-12, Monday-Friday. However, due to the nature of the work, additional hours may be required during admissions or times of crisis.
Requirements:
· Calm demeanor, openness and non-judgmental
· High school diploma or GED
· Excellent organizational skills
· Excellent communication skills
· Ability to work independently with little direction
· Microsoft Office / computer experience
· Intermediate Excel skills
· Contemplative practices a plus
· Mental health experience a plus
· Bookkeeping experience a plus
· Previous office experience preferred
· Must pass background check 
