
Office Manager Job Opening 

The District is seeking to hire a full-time Office Manager.  Must be skilled in all 

financial aspects to include budgeting, financial statements, banking, accounts 

receivable, accounts payable, payroll, general ledger, and human resources.  Quick 

Books and Excel are a must.  Accounting education or 10 years of accounting 

experience.  Need to possess great communication skills, strong leadership, 

customer relations and employee management.   Benefits to include health, dental, 

vision, and life insurance.  Vacation and Sick Leave.  Retirement – 401(k).  

Candidates may send resume to denise@ufbud.com.  Only fully qualified 

candidates will be considered.  Salary will be based on experience and 

qualifications. 
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