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OFFICE MANAGER
Portland, Oregon

About Metropolitan Group: A Social Change Agency
Metropolitan Group brings more than 30 years of helping the 
world’s change agents create social impact. We are a full-service 
strategic and creative agency that builds the power of voice and 
resources of the people, organizations and communities that drive 
social change. Since 1989, we’ve worked exclusively on behalf  
of mission-driven organizations, including many of the world’s  
leading nonprofits, foundations, public agencies and socially 
responsible businesses. 

We are a Certified B Corp and have been recognized by the 
independent nonprofit B Lab as being one of the top 10 percent of 
companies worldwide for social impact. Metropolitan Group has  
offices in Chicago; Portland, Oregon; San Francisco; and Washington, 
D.C.; and a sister company, Impacto Social Metropolitan Group, in 
Mexico City. 

Recent Clients Include: Robert Wood Johnson Foundation, USDA 
Forest Service, NASA, Kresge Foundation, Ford Foundation, Trust For 
America’s Health, American Heart Association, The Nature Conservancy, 
Rockefeller Foundation, National Council on Behavioral Health and 
many other social impact organizations.

We offer a range of services within integrated practice areas:

•	 Organizational Strategy and Innovation: Create visionary 
and actionable plans, grow values-based organizational cultures, 
build capacity, systems and skills—including around justice, equity, 
diversity and inclusion—and design evaluation and learning.

•	 Strategic Communication: Brand social purpose organizations 
and connect with people’s core values to change narratives; build 
public will; advocate for behavior, practice and policy change; and 
promote new social norms. 

•	 Intercultural Engagement: Ensure resonance in communication 
with cultural context at the forefront; enable diverse stakeholders 
to exchange ideas and discover shared interests; and craft solutions 
together across cultures to create a more just and sustainable world.

For more information visit metgroup.com.

http://metgroup.com
https://www.metgroup.com/our-33rd-anniversary/
https://www.metgroup.com/services/
http://metgroup.com
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JOIN OUR TEAM

Position Summary
The Office Manager plays a key role at MG supporting the operations 
of our Portland headquarters, convening space and providing light 
IT assistance as needed. Due to the nature of this role, this position is 
required to be on-site in our downtown Portland office. 

We seek candidates experienced in handling a wide range of office 
management-related tasks and who are well organized, flexible, 
proactive and enjoy creative problem solving. Equally important 
are critical thinking, sound judgment, strong written and verbal 
communication skills, decision-making ability and attention to detail.

General Responsibilities Include (But 
Are Not Limited To):
•	 Manages relationships (on-site and off-site) with building 

management and staff, plus vendors (cleaning service, plants, etc.), 
coordinating deliveries, mail and other daily office needs.

•	 Ensures overall professional and engaging appearance and 
cleanliness of the Portland office.

•	 Assists with the technical aspects of setting up conference rooms for 
meetings, events including AV, desk moves, etc. 

•	 Coordinates events and hosted use of conference and convening 
space, including engagement with outside organizations being 
hosted by MG, coordination of on-site event logistics and convening 
support needs.

•	 Handles catering, adhering to MG’s Healthy Meetings Guidelines, 
local vendors guidelines and environmentally sound practices, and 
handles logistics for internal and external meetings.

•	 Tracks and maintains supplies for kitchen pantry, conference rooms 
and office supplies, ensuring supply of materials are on hand at  
all times.

•	 Coordinates weekly mailing to other offices to include 
correspondence, expense reports and greeting cards.

•	 Supports technology (computers, printer/scanner/fax, Wi-Fi and 
video equipment) and flags IT as needed.

•	 Other duties necessary for the success of the organization.

Requirements
•	 Strong organizational skills that reflect ability to prioritize and 

perform multiple tasks with excellent attention to detail. 
•	 Very strong interpersonal skills and the ability to build relationships 

with stakeholders including staff, external clients and prospects, and 
organizations hosted in our convening space.

•	 Excellent verbal and written communication skills.
•	 Experience working with others in multiple time zones (domestic 

and international).
•	 Ability to manage projects from inception to completion with 

minimal oversight.
•	 Maintain confidentiality and discretion.
•	 Knowledge of Google Suite, MS Office Suite, various digital meeting 

platforms and AV technologies, and various CRM and database 
management tools.

•	 Apple/Mac experience.
•	 Ability to work independently. 
•	 Interest in and commitment to social justice is preferred.
•	 Experience working with diverse communities and teams.
•	 Bilingual or fluency in other language(s) is preferred. 
•	 Must be authorized to accept employment in the United States. We 

encourage all applicants, irrespective of gender, race, religion, age, 
sexual orientation or gender identity, disability or other identities. 
We encourage candidates with less traditional backgrounds and 
experiences to apply—even if they don’t believe they meet every 
requirement outlined above. We are looking for the person who can 
do the job and thrive in it and want to know about your strengths 
and experiences.

OFFICE MANAGER

http://metgroup.com
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Expectations
•	 Contribute positively to the psychological safety of an intercultural 

environment.
•	 Have an upbeat, creative and professional demeanor.
•	 Demonstrate an excellent work ethic.
•	 Be a team player and excel at team-oriented problem solving.
•	 Serve as a member of the MG team, providing ideas and input 

on strategic and creative challenges, assisting with project 
implementation, supporting internal projects, and fulfilling other 
duties necessary for the success of the agency.

•	 Support and embody the organization’s values, goals and operating 
principles.

Hours
Professional hours of 40–45 hours per week, as well as any additional 
time necessary depending on client deadlines and internal projects.

Compensation
This is a full-time exempt position. The starting base salary is $50,000 
per year depending on experience, and commensurate with company 
compensation structure. 

Benefits
•	 All employees are eligible for bonuses based on individual and 

company performance.
•	 MG has a profit share program and distributes 20% of profits to 

employees based on an allocation formula.
•	 Employer-paid medical/vision insurance on the first of the month 

following employment start date.
•	 Dental insurance paid at 50% by the employer on the first of the 

month following employment start date.
•	 Employer-paid life, short and long-term disability insurance plans 

available on the first of the month following employment start date.
•	 Flexible spending accounts.

•	 Fifteen paid vacation days per year after the first 90 days of 
employment, plus one additional day accrued for each year of 
employment (up to a total of 20 additional vacation days).

•	 Ten days of wellness leave available per year, accruable up to  
20 days.

•	 One month (30 days) paid sabbatical eligibility after each seven 
years of continuous employment.

•	 MG paid holidays include: New Year’s Day, MLK Jr. Day, Presidents 
Day, Memorial Day, Juneteenth, Independence Day, Labor Day, 
Thanksgiving Day, the day after Thanksgiving, Christmas and a 
personal holiday of choice.

•	 Our 401(k) retirement plan is available to employees in the first 
calendar quarter after six months of full-time employment. As a 
participant, you may make tax-deferred contributions into the plan 
up to the maximum allowable amount. MG will make an annual 
contribution equal to 3% of your compensation while you are a 
participant in the plan.

•	 Monthly transportation and cell phone allowance. 
•	 Charitable contribution match of up to $100 per year.
•	 Professional development program.
•	 MG to reimburse for work-related expenses (mileage at IRS rate).

Equal Opportunity Employer
At Metropolitan Group, we know that diverse backgrounds, experiences 
and cultures strengthen our work and our workplace. We strive 
to create an intercultural workplace through greater recognition, 
understanding and appreciation of a broad range of differences 
among individuals and groups within society, and to incorporate an 
intercultural perspective in our work. 

Application Information
To apply, please fill out the following application here. 

If you have any questions or concerns send an email to:  
JoinTheTeam@metgroup.com. 

Anticipated hire date will be in July/August 2022.

metgroup.com

http://metgroup.com
https://docs.google.com/forms/d/e/1FAIpQLSdXCbWFbSSNYZ5f7226irZJQsWVIzvVVGgbKjzhAeOTzb0JPg/viewform
mailto:JoinTheTeam%40metgroup.com?subject=Office%20Manager%2C%20Portland
http://metgroup.com


strategic communication 

Intercultural engagement 

organizational Strategy 

and Innovation
Metropolitan Group crafts strategic and creative services to amplify the power of voice 

of change agents in building a just and sustainable world.
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