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Job Title: Office Manager

Reports To: Executive Director of Operations
FLSA Status: Non-Exempt

Type: Full-time

Location: Oklahoma City, OK

Salary Range: $50,000-560,000

Job Summary

The Office Manager serves as the operational hub of the Red Angus Association of America, ensuring the
office functions efficiently while delivering an exceptional member and staff experience. This position
oversees daily office operations, front-office administration, facilities coordination, and organizational
support while fostering a welcoming, member-first environment.

The Office Manager works collaboratively across all RAAA departments to support staff, coordinate office
resources, improve administrative processes, and ensure members, affiliates, visitors, and industry

partners receive prompt, professional,

and courteous service. Success in this role requires strong

organizational and leadership skills, excellent communication, sound judgment, attention to detail, and
the ability to proactively manage multiple priorities in a fast-paced environment.

Key Responsibilities

1. Office Operations & Administration — 35%

Manage the daily operations of the Association office, ensuring an organized, efficient, and
professional work environment.

Coordinate office facilities, equipment, supplies, vendors, shipping, mail, and meeting logistics.
Process registration certificates, tag orders, and other administrative functions while
maintaining accuracy and efficiency.

Develop and improve office procedures and administrative workflows to support organizational
effectiveness.

2. Member Experience & Front Office Support — 30%

Serve as the first point of contact for members, affiliates, visitors, and industry partners,
providing exceptional customer service with a member-first approach.

Primary point of contact for incoming calls, emails, and visitors while connecting members with
the appropriate staff, programs, and resources to elevate the member experience.

Respond to general Association inquiries and ensure timely follow-up to enhance the overall
member experience.

Continuously identify opportunities to improve customer service in conjunction with other
departments and overall office responsiveness.
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3. Cross-Department & Organizational Support — 20%

® Provide administrative and operational support to all RAAA departments, including Registration,
Communications, Breed Improvement, Accounting, DNA, Value-Added, Junior Activities,
Membership and Marketing.

e Assist with Convention, Board and committee meetings, educational events, special projects,
and other Association initiatives.

e Coordinate projects and communications across departments to ensure efficient operations and
exceptional member support.

e Provide office coverage and operational assistance as needed to support RAAA priorities.

4. Executive & Administrative Support — 15%

e Provide administrative support to the Executive Director of Operations and Executive Vice
President, including meeting preparation, travel coordination, agendas, and special projects.

e Prepare correspondence, reports, and internal communications, as needed, while maintaining
confidential records with professionalism and discretion.

e Promote a collaborative, positive, and member-focused office culture.

e Assist with onboarding new employees and members, recommend operational improvements,
and perform other duties as assigned.

SKILLS & ATTRIBUTES
e Strong organizational and multitasking capabilities.
Ability to work independently while contributing to a team environment.
Positive, flexible, and adaptable personality.
High level of integrity, comfort and professionalism in handling sensitive member data.
Welcoming, high-energy member-first approach to customer service.
Strong problem-solving skills.
Excellent communication and interpersonal abilities.

KEY COMPETENCIES

e Data Accuracy & Attention to Detail: Maintain precise records and proactively identify errors.

e Member Service Excellence: Deliver courteous, knowledgeable, and timely support to
members.

e Technical & Database Proficiency: Skilled in Microsoft Suite, Google Suite, Mac systems, and
other technology tools.

o Problem-Solving & Analytical Thinking: Resolve complex billing and membership issues
logically, efficiently, and respectfully.

e Communication & Collaboration: Communicate clearly and professionally across multiple
channels and foster cross-departmental collaboration.

REQUIREMENTS

o Education: Bachelor’s in Business or Agriculture with 5+ years related work experience.
Industry Knowledge: Familiarity with cattle genetics, terminology, and technology.
Technical Skills: Proficiency in Microsoft Excel and Mac systems, and Google Suite.
Travel: 2-3 trips per year, with occasional travel for member education events.
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PHYSICAL REQUIREMENTS/WORKING CONDITIONS*

This position requires:

Ability to sit, stand, and walk for extended periods.

Manual dexterity for operating computers, office equipment, and processing certificates.

Ability to lift or move boxes weighing 15—-20 Ibs occasionally.

Normal vision and hearing required for office and virtual communication.

Standard indoor office environment with occasional remote work.

Exposure to typical office noise and equipment operations.

Collaborative setting with frequent interaction with multiple departments and members.
Fast-paced environment during high-volume periods, requiring flexibility and attention to detail.
*When possible, reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.

Equal Opportunity Statement

Red Angus Association of America is an equal opportunity employer and does not discriminate against otherwise qualified applicants on the
basis of race, color, creed, religion, ancestry, age (40 or older), sex (including pregnancy, sexual orientation, or gender identity or expression),
national origin, disability or handicap, veteran status, genetic information, or any other protected class status.

Disclaimer Notice

This position summary is representative only and not exhaustive of the tasks an employee may be required to perform. The Association
reserves the right to revise this position summary at any time and to require employees to perform other tasks as a circumstance or condition
of its business, competitive considerations, or the work environment change, as deemed appropriate by the Association.

Submit your cover letter and resume to Careers@redangus.org no later than August 28, 2026. Please

include the position title in the subject line of your email.
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