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Destination Caldwell / Indian Creek Plaza 

OFFICE MANAGER 

OVERVIEW 
Full-time, exempt position - $46,000-$56,000 per year, DOE. Monday-Friday (9-5) with occasional nights 
and weekends for signature event support.  Reports to the Chief Executive Officer (CEO) of Destination 
Caldwell. 

The Destination Caldwell (DC) / Indian Creek Plaza (ICP) Office Manager works in partnership with the CEO 
and Board of Directors on the development and administration of the nonprofit’s finance policies, accounting, 
insurance, payroll, and internal controls and auditing. The Office Manager performs all bookkeeping tasks, 
primarily AP/AR, payroll, and reconciliations. The Office Manager is also responsible for maintenance of 
records and procedures to safeguard the assets of the nonprofit, and to provide leadership on long-range 
solutions for cost-effective support, encouraging excellence in the staff, and modeling behaviors and attitudes 
for a progressive financial function. This position operates as first line reception for the office located in 
Downtown Caldwell. The Office Manager provides administrative duties to the CEO and Board of Directors 
as needed. The position ensures all employee records are up to date and confidential and function as the 
main point of contact for employees’ queries on HR related topics.  

The mission of Destination Caldwell is to create high impact projects, which leverage our rich agricultural 
heritage and vibrant community spirit to build a prosperous future for Caldwell. Our vision to position 
Caldwell as Idaho’s premier gathering place with a focus on locally produced wines along the Sunnyslope 
Wine Trail, market fresh goods and farm to fork dining is has come to fruition. Destination Caldwell, Inc. 
is a 501 (C) (3) organization. Destination Caldwell, Inc. is not a public entity, although we do administer 
the Downtown Caldwell Business Improvement District as part of our efforts. Opened in July 2018, 
Indian Creek Plaza (ICP) has become an iconic landmark for downtown Caldwell and the Treasure Valley. 
At Destination Caldwell, we strive to foster a relaxed, friendly work environment that encourages 
creativity and collaboration.  

ESSENTIAL DUTIES & RESPONSIBILITIES 
• Prepares financial reports, consulting the CEO, Board, and other key stakeholders on all financial matters, 

making recommendations, and suggesting proactive strategies to keep the nonprofit ahead of its goals 
• Overseeing cash flow management, and managing accounting, general ledger, and operations functions, 

ensuring systems are in place to guarantee timeliness and accuracy.  
• Prepare invoices, process bills for payment, print checks and reconcile company statements with 

QuickBooks 
• Record and reconcile Point of Sale sales reports in QuickBooks 
• Process and submission of expense reimbursements  
• Execute semi-monthly reports and payment processes including payroll, state and federal tax forms, 

and expense reimbursements 
• Manage and complete the execution of Business Improvement District (BID) assessments  
• Develop and maintain inventory reporting 
• Work with CPA to ensure accurate and timely reporting of required tax documents 
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• Support Sunnyslope Wine Trail contract by providing bookkeeping and budget support 
• Manage the preparation of the company’s budget. 
• Consult with auditors, Treasurer and / or Board of Directors to ensure appropriate monitoring of 

company finances is maintained. 
• Working with the CEO and Communications Specialist, documents fulfillment of donor 

commitments including recognition, pledges, and appreciation; prepares donation reports 
• Ensures compliance with the standard policies and procedures around data and IRS regulations 

related to philanthropic giving. 
• Ensures appropriate materials and information are prepared and disseminated in advance of 

meetings; creates forms, meeting summaries, budget charts and other reports for target audiences. 
• Prepares and distributes comprehensive meeting minutes of Board, Committee and Team meetings. 
• Assist in the preparation, billing and tracking of event settlements and accounts receivable, including 

Farmer Market vendors and EBT programs 
• Leads talent acquisition and recruitment process 
• Leads onboarding and training process  
• Motivates, coaches, and grows employees across the organization 
• Administers benefit plans 
• Ensure compliance with local, state, and federal labor regulations 
• Provides first line reception duties including answering phones and in person customer inquiries 

Responsible for operation and maintenance of the office and office equipment, including being 
primary point of contact for contracted IT support, managing hardware and software inventory and 
requests 

• Provide event assistance, as requested; will include occasional nights and weekends for events 
• Be an excellent brand ambassador for Destination Caldwell and Indian Creek Plaza. 
• Other duties as assigned 

KEY COMPETENCIES 
• Proficient user of finance software (QuickBooks) 
• Attention to detail with a high level of accuracy 
• A solid understanding of financial statistics and accounting principles 
• Experience with all Microsoft Office programs  
• Knowledge of, or willing to quickly learn employment labor laws 
• Strong communication skills- oral and written 
• Ability to thrive in a fast-paced environment 
• Desire to work as a team with a results-driven approach 
• Must be able to efficiently multi-task and problem solve 
• Must be detail oriented and well organized and possess the ability to organize others 
• Excellent collaboration skills 
• Customer service oriented 
• Strong problem analysis and research skills 
• Exceptionally self-motivated 

MINIMUM QUALIFICATIONS 
• Passion for downtown revitalization, teamwork, and the Caldwell community; and  
• 3 years of experience in bookkeeping; and, 
• Proficient administrator level knowledge of QuickBooks, payroll software, and point of sale 

(square/stripe) payment processing; and, 
• 2 years of experience as an Office Manager or similar position, and 
• Experience in human resources and/or benefit administration.  

OR 
• Any equivalent combination of experience, education and training which provides the knowledge, 

skills, or abilities necessary to perform the work 
• Must be able to pass a background check 
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BENEFITS 
• Health Insurance 
• Dental Insurance 
• Vision Insurance 
• Optional employee paid AFLAC   
• Flexible schedule 
• Paid holidays 
• Generous PTO program 
• 401K Options with company 3% match 
 
TO APPLY- Send cover letter and resume with a minimum of three professional references via email to: 
sabrina@destinationcaldwell.com. Be sure to reference the job title in the subject line.  
 
AMERICANS WITH DISABILITIES ACT (ADA) AND REASONABLE ACCOMMODATION   
To ensure equal employment opportunities to qualified individuals with a disability, Destination Caldwell, 
Inc. will make reasonable accommodations for the known disability of an otherwise qualified individual, 
unless undue hardship on the operation of the business would result.    
 
 
 


