
 

 

Job Announcement: Office Manager at Puget Soundkeeper Alliance  

 

LOCATION:   Seattle/Puget Sound  

POSITION:   Office Manager  

COMPENSATION:  $23.75 per hour, 20-hour work week 

 

Puget Soundkeeper Alliance (Soundkeeper) is hiring an Office Manager. We seek a passionate, detail-

oriented professional with a commitment to clean water and healthy communities who can help us with 

critical day-to-day accounting and operations functions. With a dedicated staff and committed volunteer 

board supporting our programs, we seek an individual who can help Soundkeeper operate smoothly and 

efficiently, and who can help manage the infrastructure supporting our diverse programs. 

 

Previous managerial and accounting experience are not required, but applicants must have a passion for 

the Soundkeeper mission and a proven track record of supporting the administrative, human resources or 

accounting functions of a business, club, professional organization, or non-profit. This position reports to 

the Operations Director. 

 

While Soundkeeper’s staff are not now working in the office full-time, some are in the office as the needs 

of their jobs dictate. For this position, applicants should be prepared to work primarily in our Seattle 

office with some telework flexibility. 

 

Core Job Responsibilities  

 

- Supporting the Operations Director and Bookkeeper with day-to-day accounting entries, 
- Providing general office support ensuring staff have necessary tools and supplies to operate 

Soundkeeper programs, fundraising, and operations, 
- Providing meeting notices and support for Staff and Board meetings, and managing an online portal, 
- Managing Soundkeeper benefit and insurance policies, and assisting with staff onboarding and exits. 
 

Broadly speaking, Soundkeeper seeks someone with a strong desire to support our staff and members 

with a wide-array of requests, while staying focused on the crucial deadlines of the monthly accounting 

cycle, and tasks relied upon which provide excellent customer service and support for Soundkeeper’s 

Board of Directors. 

 

Our job descriptions are general overviews, not a mandatory comprehensive list.  

If you feel passionate about our efforts and believe that you have the skills to contribute to  

the growth of our organization, we want to hear from you!  

 

An ideal candidate’s additional skills could also include experience in these areas:  

 

- Proficiency with Excel workbooks and formulas, or other number-based program, 
- Experience with QuickBooks, Microsoft Teams, Adobe, EveryAction or other CRM,  

- Experience providing customer service for a business or other organization with phone support, 

email, or online communication channel, 

- Providing Human Resources support in a Specialist or Generalist role. 
 

The Office Manager position pay $23.75 per hour for a 20-hour work week. The position also provides 

full health care and other benefits.  

 

 



 

 

About Puget Soundkeeper  

 

Puget Soundkeeper’s mission is to protect and enhance the waters of Puget Sound for the health and 

restoration of our aquatic ecosystems and the communities that depend on them. The organization was the 

sixth licensed member of the Waterkeeper Alliance – a global network of clean water advocacy groups 

with over 340 “Keepers” worldwide.  

 

Since 1984, Soundkeeper’s small but highly effective team has taken on numerous significant legal 

battles, driven campaigns with local and national clean water implications, and engaged and supported 

communities grappling with environmental injustice. 

  

The work continues. Every day we are learning new ways to be better stewards of the Sound, and we seek 

to make decisions informed by this learning that will advance clean water progress. Working with our 

community partners and local leaders, there is much work to do in order to achieve our shared goals for 

the waters of the Puget Sound and Salish Sea. 

 

How to apply 

 

Please submit your resume and a one-page cover letter to: resumes@pugetsoundkeeper.org. 

 

Applications will be considered on a rolling basis, and the position will remain open until filled. 

Soundkeeper’s goal is to have the candidate selected and ready to start work on or before September 27th, 

2021; as such interested candidates are encouraged to submit their materials as soon as possible. If you 

have any questions about the position or process, please contact us at resumes@pugetsoundkeeper.org. 
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