
436 Grant Street
Buffalo, NY 14213
wedibuffalo.org

[Type here]VISION
  All residents of Western New York can succeed and thrive in
  a culturally inclusive community.

MISSION
WEDI strengthens communities through a continuum of
educational and financial resources, removing systemic barriers to
economic equity for all Western New Yorkers.

Office Specialist Job Description

Position Title: Office Specialist
FLSA Status: Non-Exempt, Full-Time
Core Program Competencies: Finance & Administration
Department Name: Finance and Administration
Supervisor’s Title: Finance & Administration Coordinator
Pay: $15/hour
Benefits: Individual Retirement Account, Free Basic Health Insurance, Vision Insurance, Short Term 
and Long-Term Disability, Life Insurance, Tech Stipend, 11 Paid Holidays, 15 PTO Days, PSL
Location: Buffalo, NY

Organization Mission: Our mission is to str

Programs Overview:
through

focus area provides multi-faceted support to aspiring and 
Microloans and the (a small 

Our ment programs are available 
to economically disadvantaged

Education focus area supports English Language Learners (ELLs) to achieve literacy 
through four programs: ENERGY (Elementary-aged students), FLY (middle schoolers),
Launch (high schoolers), and Peer Support Groups

-aged ELLs in 
the 14213- code (ENERGY and FLY) and
(Launch

Position Summary
Office Administrator excellent customer service experience for all 

office practices, ordering supplies, technical support, and
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Key Responsibilities:

Administrative:
- first in line for 

correspondences are controlled and filing systems are designed and maintained
Responsible for vendor management and communication for building and supply vendors s

department on all office equipment
-boarding, off-boarding, staff orientation, es b 

descriptions, post positions as needed

Maintain AP email and input invoices in AP file and store in vendor electronic file
Enter all invoices into AP folder to ensure payment

Manage landlord relationship and maintenance as needed

Program Support:
-through

, grants, and data entry as needed
files

-

Required Qualifications

-

Preferred Qualifications

service abilities
-profit, mission-

-income communities


