Office Manager
Manitoba Central Office (Winnipeg Intergroup Association)
Part-time 11:30 to 5:00PM Mon-Fri 
Salary: $20.30 per hour
Reports to: Intergroup Chair
About Us
Winnipeg Intergroup Association (WIA) is a nonprofit organization dedicated to Winnipeg’s AA Community and Manitoba’s AA General Service organization’s and the community it serves. We are a small organization committed to making a meaningful difference in our community. WIA operates Manitoba Central Office, as a resource and information center for Alcoholics Anonymous information. 
About the Role
As our Office Manager, you will be the primary administrative and operational resource for the organization. You will work closely with the WIA Committee, Intergroup Chair, Treasurer, volunteers, community partners, and service providers to ensure that the organization runs smoothly.
This role is well suited to someone who is organized, practical, trustworthy, and comfortable managing a wide range of responsibilities without a large support team.
Key Responsibilities
· Manage daily office and administrative operations.
· Maintain organizational files, records, databases, and calendars.
· Respond to general inquiries by phone and email.
· Be available for the Intergroup Committee and The Intergroup Representative meetings.
· Prepare correspondence, reports, and meeting materials.
· Process invoices, receipts, reimbursements, and routine financial transactions.
· Maintain financial records and provide information to the Treasurer.
· Track office expenses and assist with budget administration.
· Support reporting and record-keeping.
· Maintain relationships with suppliers, contractors, and service providers.
· Assist with website updates and other communications.
· Maintain confidential organizational information.
· Support the Winnipeg Intergroup Association with administrative and governance-related tasks.
· Identify ways to improve administrative systems and organizational efficiency.
· Perform other duties necessary to support the organization’s operations and mission.
Qualifications
We are looking for someone with:
· 5 years of solid sobriety. Knowledge of 12 Traditions.
· 3+ years of experience in office administration, nonprofit administration, or a related field.
· Excellent organizational and time-management skills.
· Strong written and verbal communication skills.
· Excellent attention to detail.
· The ability to work independently and prioritize competing demands.
· Strong computer skills, including Microsoft 365 and Google Workspace.
· Experience handling confidential information.
· QuickBooks or other accounting programs.
Assets include:
· Nonprofit or community-based experience.
· Experience supporting a committee.
· Experience with accounting or bookkeeping software.
· Event coordination experience.
What We Offer
· Salary: $20.30 per hour 
· Workdays: Monday thru Friday 11:30 AM to 5:00 PM
· 2 weeks vacation after full year of employment
· Health benefits
· A meaningful opportunity to contribute directly to the work of a community-based nonprofit.
The Person We’re Looking For
We are looking for someone who is dependable, resourceful, organized, and willing to learn. You should be comfortable working independently, asking questions when needed, solving problems, and moving between routine administrative tasks and unexpected priorities.
Because this is a very small organization, initiative matters. The successful candidate will be someone who notices what needs attention and takes ownership of getting it done.

How to Apply
Please submit your résumé and AA Service Résumé plus a brief cover letter explaining your interest in the position to wiachair@aamanitoba.org by October 22, 2026.
We thank all applicants for their interest. Only candidates selected for an interview will be contacted.
WIA is committed to employment equity and welcomes applications from qualified candidates of all backgrounds. 

