
 
Business Manager 

 

The Cape Cod Writers Center (CCWC) seeks a motivated, reliable individual to serve as 

Business Manager. This is a full-time, non-benefited position to begin in late April, 2015.  

 

Job Description:  
 

The CCWC Business Manager is in charge of day-to-day operations in the office of a small, busy 

not-for-profit arts and culture organization. As the first person encountered by many prospective 

CCWC members, donors, grantors, and the general public, the Business Manager must present a 

friendly and professional demeanor. The Business Manager reports to the Executive Director and 

the president of the Board of Directors. 

 

Major Job Duties: 

 Performs general office work, including answering phones, attending to email and postal 

correspondence, basic bookkeeping and record keeping, bill paying, filing, etc. 

 Works in collaboration with the Executive Director to plan and implement CCWC 

programs, including the annual summer Writers Conference, monthly Writers Nights 

Out, writing workshops and classes, Breakfasts with the Authors, networking and social 

events, a community television program, and two youth programs. 

 Writes, edits, and proofreads letters, contracts, press releases, fliers, brochures, and other 

documents related to CCWC and its programs. 

 Assists in seeking and writing grants and pursuing fundraising objectives. 

 Performs regular updates of CCWC website, as well as blog and social media postings. 

 Helps recruit and supervise volunteers for events. 

 Keeps office running effectively by ordering supplies, arranging for repair of equipment, 

etc. in a timely manner.  

 Other duties as assigned by Executive Director or Board of Directors. 

 

Required Skills and Proficiencies: 

 Very strong verbal and written communication skills. 

 Excellent time management and the ability to prioritize and complete multiple projects at 

once and keep track of deadlines. 

 Good attention to detail, including proofreading skills and ability to manipulate numbers 

for effective bookkeeping. 

 Flexibility in dealing with a variety of people, including members, donors, authors, 

teachers, representatives of grants organizations, and the general public. Must be 

outgoing, personable, and patient. 



 Basic computer skills, with proficiency in Microsoft Office applications (esp. Word and 

Excel), email, some database management, and Web applications. 

 Proficiency with QuickBooks, WordPress, Constant Contact, PayPal and/or ability to 

pick up such computer proficiencies quickly. 

 Basic design skills for creating fliers, invitations, etc. 

 Willingness to learn new skills, take on new tasks, and make suggestions for 

improvement to the Executive Director and Board of Directors. 

 

Please Note: 

 Normal hours are M-F 9-5 (or 8-4), with evening hours required once or twice a month.  

 Additional hours will be required during and immediately before the annual summer 

conference. (Additional compensation will be provided for this.) 

 Most of the work takes place in the CCWC office in Osterville, but there is some off-site 

work required. 

 The business manager spends a large portion of his or her work time alone. 

 A driver’s license and a reliable vehicle are required. 

 This is a largely sedentary position but does require the ability to climb stairs, drive a car, 

load and unload vehicles, carry boxes up to 25 pounds, and aid in setting up sound 

systems and other equipment at CCWC events.  

 

To Apply: 

 

Please submit an application letter and resume as attachments in Word, .rtf, or .pdf format to Jim 

Hill, CCWC President, at writers@capecodwriterscenter.org.  

mailto:writers@capecodwriterscenter.org

