
 
 

 

 

 
 

Vacancy 
 

1. Title of position: Office Manager 
2. Type of Employment: Full - Time with Benefits (health, vision, and 401k) 
3. Salary range: $45k-$55k annually based on experience and specialized skills (e.g. bilingual, behavioral 

health billing, etc.). Opportunities for advancement in salary and responsibilities.  
4. Work Schedule: Mon-Friday 9-6, Can be a combination of in person and remote work. 
5. Description of duties and responsibilities:  Coordinate administrative activities for an expanding 

outpatient behavioral health organization with locations in Santa Fe and Albuquerque.  
6. Qualifications for position: Minimum qualifications include: GED or HS Diploma. Advanced 

education/training in business administration, healthcare administration, and/or social work, psychology 
or counseling are encouraged to apply. Bilingual preferred.  

7. Skills and knowledge required:  
a. Work with an Electronic Health Record to complete tasks related to verification of insurance 

benefits, billing, scheduling, credentialing of providers, etc.   
b. Screen clients and complete administrative intakes for persons challenged with mental health 

and/or substance use issues.  
c. Collect payments from clients in person and over the phone.  
d. Provide secretarial and clerical support functions for staff.  
e. Produce documents of various levels of complexity, ranging from plain copy typing to the 

manipulation of data to the creation of complex presentations. 
f. Examine, check, and verify documents for completeness, appropriateness, accuracy. 
g. Maintain calendars and schedule meetings and appointments for staff. 
h. Coordinate training events including posting information online, answering emails and linking 

with marketing professionals.  
i. Perform a variety of sorting and filing tasks. 
j. Proficient in all MS Office software. 
k. Attend and complete all required training as directed by supervisor. 
l. Other duties as assigned. 

8. Personal Qualities:  
a. Well organized 
b. Able to communicate and work effectively with a team 
c. High level of Integrity and honesty 
d. Customer Service/Client orientation 
e. Able to be proactive and anticipate needs of the CEO and organization.  
f. Able to respond to evolving business needs and priorities. 
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