
Office Manager 
 
The Canadian Hemophilia Society (CHS), a national volunteer organization based in Montreal and 
dedicated to the improvement of the health and quality of life of people with bleeding disorders, is in 
search of an Office Manager. 
 
Job Summary 
Reporting to the Executive Director, the Office Manager is responsible for the day-to-day operations of 
the office, ensuring efficient and effective administration and coordinating all issues affecting daily 
operations.   

 
Key duties and responsibilities 

 Provide administrative and organizational support to the Board of Directors, Finance and 
Administration and Governance Committees (meeting agendas, minutes, reports, etc.) 

 Assist the Executive Director and the Board President in ensuring that all governance policies are 
up-to-date and available to the appropriate volunteers. Assure that all requirements for Imagine 
Canada Accreditation are met.  

 Manage the human resources’ procedures (vacation, overtime, sick leave, etc.) 

 Manage the Donor Perfect data base (track donations, issue receipts, provide thank you letters 
to donors, etc.) 

 Provide bookkeeping support to the Chief accountant.  

 Manage the CHS national intranet and the Donor Perfect online platforms.  

 Liaise with appropriate resource people (IT consultants, suppliers, etc.)  
 
Qualifications 

 Diploma in office administration or 
equivalent 

 Oral and written bilingualism 
(French/English) essential 

 Three to five years’ experience in a 
similar position 

 Excellent knowledge of Microsoft Office 
software 
 

 Knowledge of Donor Perfect software  

 Strong interpersonal skills 

 Experience in minute taking 

 Autonomous, well organized and able 
to handle pressure 

 Experience in a non-profit organization 
(asset) 

Hours:  28 hours per week – Monday to Thursday 
 
Location: Currently, as a result of the COVID-19 pandemic, CHS staff work remotely.  
 Ultimately, when it is safe to do so, our goal is to work out of the CHS offices,  
 located in downtown Montreal.  

  
Salary: Competitive      
 
Start date:  November 30, 2020 
 
Qualified applicants are invited to provide a cover letter and resume no later than November 16 to 
Hélène Bourgaize at hbourgaize@hemophilia.ca.  
 
We thank all applicants for their interest, but only those selected for an interview will be contacted.  We are an 
equal opportunity employer.  
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