
 
 

MANAGER OF ADMINISTRATION & EXECUTIVE SUPPORT 
 
Share Our Spare (SOS) ensures every Chicago area child, ages 0-5, has the essential items they 
need to support their health and development to equip them for a strong start. SOS activates 
community impact through empowerment, innovative solutions, and a network of partners so 
that children can thrive and families can shift from crisis management to caregiving with dignity. 
As a result, we help lay the foundation for a resilient and equitable community.  
 
At SOS, we believe that every child deserves a strong start and every parent the opportunity to 
provide one. Since 2011, we have helped children and their families across metro Chicago find 
support, strength, and hope through an agency partner model that emphasizes wraparound 
services and empowering upward economic mobility. With a distribution network of more than 
180 community organizations, we support social service agencies, early childhood educators, 
young parents programs, health care networks, and housing organizations in 9 counties in and 
around the Chicago area.   
 
The Manager of Administration & Executive Support provides high-level administrative support 
to the Executive Director and manages core office operations for Share Our Spare, including 
front-of-house coverage. Reporting to the Executive Director, this role centralizes administrative 
capacity.  
 
Responsibilities 
 
Executive Support 

•​ Manage the Executive Director’s calendar, scheduling, travel coordination, and 
correspondence preparation — zero scheduling conflicts. 

•​ Maintain the ED’s project tracking in Asana; ensure meeting action items are logged 
weekly with owners and due dates and followed to completion. 

•​ Coordinate logistics for staff meetings, leadership meetings, and external stakeholder 
meetings, including standard agendas with decisions, owners, and due dates. 

 
Board Communications 

•​ Serve as primary point of contact for board communications: prepare materials, distribute 
agendas, track RSVPs, and manage action item logs — 100% of agendas and materials 
distributed on schedule each board cycle. 

•​ Support preparation of the ED’s standing one-slide KPI report for every board meeting 
(beginning September 2026). 

•​ Coordinate board meeting logistics: secure and confirm meeting locations, manage 
room setup and virtual access, and handle catering and food orders for board and 
committee meetings. 

 



 
 

 
Office Operations & Front of House 

•​ Serve as primary point of contact for visitor welcome, phone management, and the 
info@shareourspare.org inbox — transitioning from the Development Associate upon 
hire with no service gap. 

•​ Manage day-to-day office operations: supply ordering and first-point-of-contact 
coordination with phone system and IT service vendors; escalate contract negotiation 
and strategic vendor decisions to the Director of Operations. 

•​ Support Nextiva phone system and auto-attendant configuration, including 
Spanish-language call flow improvements. 

•​ Manage new hire onboarding logistics: workspace preparation, equipment ordering, and 
welcome coordination (Gusto account setup and HR compliance paperwork remain with 
the Director of Operations). 

•​ Co-own Google Drive organization with the Director of Operations: top-level folder 
structure and naming conventions established, SOPs stored in the designated Drive 
folder, and board folder access confirmed (Q3 2026 systems roadmap). 

 
Administrative & Project Support 

•​ Support grant and finance administration: file management, check intake logging, and 
vendor invoice routing. 

•​ Coordinate special projects including the annual report, board headshots, and event 
support. 

•​ Own social media on hire — content calendar, publishing, and platform engagement 
(comments, DMs, and community management) — with the Development Associate and 
Warehouse Coordinator contributing content; full ownership by Q1 2027. 

•​ Manage receipt collection, expense reporting, and credit card reconciliation for the 
Executive Director and board members; track expenses against budget line items and 
code transactions in coordination with the Director of Operations. 

 
First 90 Days — Success Metrics 
 

•​ ED calendar fully managed with no scheduling conflicts. 
•​ Board meeting materials prepared and distributed on time for the next board meeting. 
•​ Office operations guide and key vendor contact list documented. 
•​ Asana project tracking set up for ED priorities and shared with the leadership team. 
•​ Phone system auto-attendant review completed with the Director of Operations. 
•​ Front-of-house and info@ inbox transition from the Development Associate completed 

with no service gap. 
 
Qualifications 

 



 
 

 
•​ 3+ years of executive assistant, office management, or administrative coordinator 

experience. 
•​ Exceptional organizational skills; ability to manage competing priorities with minimal 

supervision. 
•​ Proficiency in Google Workspace and project management tools (Asana or equivalent). 
•​ Strong written communication; experience drafting professional correspondence and 

board materials. 
•​ Discretion and judgment handling confidential information, including HR, board, and 

funder-sensitive matters. 
•​ Nonprofit experience preferred; familiarity with Nextiva, Gusto, or QuickBooks a plus. 
•​ Spanish language proficiency a plus. 

 
Benefits 
 
Benefits include health insurance with HMO and PPO options, with options for vision and 
dental, 401(k) with up to 3% employer match, 2 weeks of paid time off each calendar year, 2 
floating holidays, approximately 20 paid holidays including winter holidays, skill-building, great 
growth potential, and the opportunity to be part of an entrepreneurial, mission-based 
organization making an impact in Chicago. The salary range for this position is 
$48,000–$55,000 per year (Full-Time, FLSA Non-Exempt). This is an in-person, onsite position 
in the Administration / Executive Office department. Target start date: Q3 2026. 
 
How to Apply 
 
To apply, please submit a cover letter & resume to hr@shareourspare.org. Please include 
Manager of Administration & Executive Support in the subject line. Applications are reviewed 
on a rolling basis. 
 
Share Our Spare is an equal employment opportunity employer and does not discriminate on 
the basis of race, religion, pregnancy, gender, sexual orientation, national origin, age or any 
other characteristic protected by applicable law.  Applicants and employees who require a 
reasonable accommodation due to disability, pregnancy, childbirth or related or common 
medical conditions should contact Share Our Spare's Executive Director.  As provided by 
applicable law, reasonable accommodations will be provided to qualified applicants and 
employees, unless an undue hardship would result. 

 


