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ABOUT THE COMMISSION: The Massachusetts Police Accreditation Commission offers an 
accreditation process for law enforcement agencies across the Commonwealth.  Like other 
accreditation programs, the process consists of two major components: (1) establishing professional 
standards for law enforcement agencies to meet; and (2) administering a voluntary assessment 
process by which agencies can be recognized publicly for meeting best practices.  The Commission’s 
Office is in the City of Amesbury, Massachusetts. 
_________________________________________________________________________________ 
         
POSITION SUMMARY:  Under the supervision of the Executive Director, the Office Manager performs 
a full range of complex and confidential administrative duties supporting Commission staff in daily 
activities and operations.   
 
The Office Manager has an important role in staff workflow, supporting the Commission in conducting 
on-site assessments for certification and accreditation awards; in offering training programs; and in 
holding regularly scheduled events.  Examples of some of these events include formal and informal 
Commission meetings, multi-day conferences, trade shows, and award ceremonies. 
 
Duties require a thorough knowledge of office procedures, practices, equipment, and terminology 
(i.e., ability to learn and use technical terms specific to program operations and services).  This 
position must have excellent computer skills.  Must be proficient in Microsoft Office Suite (Word, 
Excel, PowerPoint).  Proficiency in MS Access is beneficial but not required; working knowledge and 
understanding of various social media platforms, current and emerging, are essential. 
 
Duties and responsibilities require the exercise of a high level of discretion, judgment, and initiative 
in organizing, coordinating, and carrying out the position’s clerical, accounting, administrative and 
logistical functions.  As some of the Office Manager’s work is confidential and/or sensitive in nature, 
this position is considered a “Confidential Employee.”   
_________________________________________________________________________________ 
 
DUTIES AND RESPONSIBILITIES 
 
Administrative Duties.  Routine detailed work includes reviewing reports and documents for 
accuracy, gathering information for projects, assembling proposals, maintaining appointment 
schedules and calendars; and assisting in the preparation of audits and reports.  Ensures information 
on the shared network remains current for staff. 
 
Composes and types correspondence, forms, reports or other documents from copy or general 
instruction.  Takes notes to prepare rough draft.  Ensures that spelling, grammar, and punctuation 
are correct.  Duties include filing, copying, recording, payroll responsibilities, monitoring inventories 
of supplies and materials, purchasing and invoicing.  Assists the Executive Director and staff in 
preparing agenda and materials for meetings; scheduling and arranging for meetings; and taking 
meeting notes.  Arranges for refreshments, as needed.  Keeps the Executive Director and staff 
apprised of upcoming meetings and commitments. Attends meetings inside and outside the office.  
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Administration of Payroll and Liaison with Payroll Service Provider.  Prepares and submits bi-weekly 
and monthly payrolls for staff and contracted employees.  Serves as primary liaison with the 
bookkeeper and the contracted payroll service provider, monitoring the provider’s payroll portal and 
accessing information from it.  Duties include reviewing timesheets and checking payroll entries for 
accuracy of computation, conformity, and completeness, making corrections, as necessary.  Verifies 
all computations and totals.  Receives and answers inquiries from employees concerning payroll 
checks and invoices.  Duties also include weekly and monthly accounting of accumulated personal, 
vacation, and holiday usage. 
 
Personnel Related Duties.  Prepares and processes personnel action forms for new employees.  
Assists in compiling, filing, and maintaining the Commission’s personnel records.  Produces records 
and documents as requested and provides confidential administrative support in personnel activities.     
 
Accounting.  Prepares, maintains, and updates financial records and accounts.  Receives, posts and 
balances payments collected.  Prepares and processes requisitions for supplies, materials, and 
equipment; and maintains an accurate inventory of same.  Maintains records of expenditures and 
account balances.  Prepares and processes invoices for payment. Works independently in 
corresponding with suppliers, vendors, and contractors.  Answers inquiries from employees and 
vendors concerning purchases and invoices. Obtains price quotes.  Monitors inventory of supplies 
ensuring availability and is responsible for year-end inventories for annual financial reviews.  Travels 
locally to suppliers to meet with vendors regarding in-store items; drop off and pick up. Examples of 
these products include office supplies, and award and promotional items.   
 
Central Records, Records Custodian and Data Entry.  Prepares and maintains office records and files, 
hard-copy and electronic, some of which are confidential in nature.  Checks reports for completeness 
and accuracy before filing.  Updates records and files.  Creates new files and filing systems, as needed.   
Enters and retrieves data in computer information systems.  Examples of records in this category 
include standard report forms, agency assessment reports, training documentation, agency 
membership files, assessor databases, and Commission meeting files.  Duties include maintaining files 
of photographs, news articles, and other records of significant occurrences involving the 
Commission’s activities.  Processes and responds to requests for information.   
 
Responsibilities also include organization and maintenance of archived records, logs, binders, books, 
and files, ensuring they are properly filed, sorted, labeled, and stored in proper containers for easy 
retrieval.  Prepares records for shredding per the Commission’s records retention schedule. 
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Office Management.  The Office Manager is responsible for overseeing office procedures, updating 
existing written procedures, and documenting new ones.  Opens, sorts, and organizes mail in order 
of importance. Distributes to appropriate parties based on knowledge of office functions; retains 
inquiries which can be answered without consulting a supervisor.  Duties include faxing and scanning 
documents, processing outgoing mail for proper format and enclosures, and frequently includes hand 
delivering packages to the USPS.  Monitors and handles e-mail correspondence sent to general 
inboxes.  Serves as receptionist for the administrative area, receiving and screening phone calls and 
visitors as well as placing phone calls upon request.   
 
Office Facility and Equipment Maintenance.  Coordinates reports of office items in need of 
maintenance or repair and follows through to resolve.  Contacts Property Manager or maintenance 
personnel for facility-related matters.  Troubleshoots equipment problems and contacts vendors, 
suppliers, and contracted services for equipment repair.  Office equipment includes computers, 
printers, copiers, and phones, etc.  Serves as primary liaison with contracted service provider for 
monthly office cleaning.     

 
Program Member Services.  Included within these duties are direct person to person and telephone 
contact with program members and non-members for program support.  Evaluates situation and 
initiates appropriate response.  Responds to requests for information and assistance, researches 
records for data, and resolves problems with substantial knowledge of program operations, policies, 
and procedures.  
 
Job Sharing / Cross Training.  The Office Manager is responsible for performing some of the job 
responsibilities of other employees to effectively serve in their absence due to illness, vacation, or 
other type of absence.  This requires the position to have a technical knowledge and understanding 
of the employee’s area of responsibility in which the work is performed. 
 
Other Duties as Assigned.  The duties listed above are illustrations of the various types of work that 
are common for this position.  The omission of specific duties does not exclude them from the 
position.  The job description is subject to change as the needs of the Commission and the 
requirements of the job change. 
 
Training and Experience Required to Perform Essential Duties and Responsibilities 
 
TRAINING: Candidates should possess a high school diploma (or equivalency) with business school or 
other highly specialized training in administrative and secretarial skills OR possess an Associate 
Degree in business or other related discipline such as project management (preferred).   
 
EXPERIENCE: Candidates should have five (5) to seven (7) years of experience in business 
administration, project management, and/or administrative and secretarial work or any equivalent 
combination of education, training, and work experience. 
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Candidates must possess a high degree of self-initiation and the ability to work with little or no 
supervision, plan and organize a heavy workload, accomplish multiple tasks at the same time and 
complete assignments in a timely fashion to meet deadlines.  
 
Candidates should have the ability and initiative to develop new systems and programs that enhance 
and facilitate program operations. It is essential that this position possess a high degree of attention 
to detail and be well organized.  The candidate should possess professional interpersonal and 
communication skills including proficiency in writing with the ability to write reports, prepare 
business correspondence, develop, and edit draft material. 
 
Candidates must have excellent computer skills; must be proficient in the Microsoft Office Suite; and 
have a working knowledge and understanding of various social media platforms, current and 
emerging.  Familiarization with Microsoft Access is preferred but not required.   
 
COMPENSATION: The Commission offers a compensation package that is competitive with similar 
organizations. The Office Manager’s salary is $47,000 - $55,000.  Salary will be determined based on 
experience and qualifications. Attractive benefits, including health and retirement, are included 
within the total compensation package.   
 
HOW TO APPLY: 

• Send résumé with cover letter to: Apply@masspoliceaccred.net 
• A single PDF is preferred.  In the Email’s Subject Line, type: Applicant: [applicant’s full name]  
• To mail, see address below. 
• Applications will be received until the position is filled. 
• Finalists will be contacted for references and a background review. 

 
QUESTIONS: For questions regarding this position, contact the Commission’s Executive Director at 
978-834-5665. 
 
The Massachusetts Police Accreditation Commission is an Equal Opportunity Employer. 

 
 
 

Donna Taylor Mooers, Executive Director 
Massachusetts Police Accreditation Commission 

110 Haverhill Road – Suite 397 
Amesbury, MA 01913 
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