Office Manager
Tawaw Architecture Collective
	
	

	Reports to
	Wanda Dalla Costa, Principal-in-Charge

	Works with
	Courtney, Senior, Calgary office

	Location
	Calgary office, in person

	Employment
	Full-time, permanent

	Start date
	As soon as possible

	Compensation
	$31-35/hr plus health benefits


About Tawaw
Tawaw Architecture Collective is an architecture practice working with communities across Canada and the United States. Our architects, planners and consultants deliver projects in both countries from offices in Calgary and Phoenix, and our team is small and close-knit.
The role
The Office Manager keeps the firm running day to day. You own office operations, firm compliance and insurance, vendors and software, timesheets and project setup in Harvest, and HR administration for our Canadian and US staff. You are our main contact for our external accountant, our IT provider and our HR advisor.
Requests, renewals and deadlines will reach you from many directions. You sort them, decide the next step and see each one through. You will be working closely with Courtney, the senior in the Calgary office, and Wanda, the principal in the Phoenix office. 
Key responsibilities
Finance coordination
· Run the monthly invoicing calendar: collect billing details and sign-off from Project Managers and send them to our accountant on schedule
· Send clients a first payment reminder one week after an invoice is due, and log each follow-up
· Receive subconsultant, contractor and supplier invoices, get Project Manager approval and forward them for payment
· Collect company credit card receipts and staff expense claims each month
· Gather year-end and tax documents for Canada and the US
Timesheets and project setup (Harvest)
· Check Calgary and Phoenix timesheets every Monday morning and follow up on missing or incomplete entries
· Set up new projects from signed contracts and fee proposals: phases, budgets, hourly rates and team members
· Add new staff and tasks, and review time and travel expense entries for completeness
· Pull the monthly billable and non-billable time reports for Courtney and the Principal
HR and people administration
· Coordinate payroll inputs for Canadian and US staff and confirm each pay run is accurate
· Administer health benefits in both countries and the US 401(k) program: enrolments, changes and employee questions
· Track vacation, sick and leave balances, including the 15-day notice for scheduled time off
· Run onboarding: offer letters, tax forms for each country, benefits enrolment, and leave balances in Harvest and QuickBooks Online
· Run offboarding: final paperwork, benefits changes, and return of keys, equipment and software access
· Work with our HR advisor to answer HR questions and keep the HR manual and policies current
Firm structure and compliance
· Manage professional liability, general liability and WCB coverage: renewals, certificates of insurance and filings
· Maintain the firm's professional and business registrations in each jurisdiction, with renewal and continuing-education deadlines
· Keep a compliance calendar and prepare documents for the Principal's signature
· Send the Principal a one-page operations update by the 10th of each month: renewals coming due, open vendor and HR items, and timesheet completion
Vendors, software and IT
· Keep a register of software subscriptions, licences, memberships and service contracts, with costs, users and renewal dates
· Keep a secure record of firm logins for software, memberships, registrations and portals
· Add and remove users, manage seats and flag renewals ahead of deadlines
· Act as day-to-day contact for Deltaform, our IT provider: log requests, follow up and confirm resolution
· Bring hardware needs to Courtney
· Administer SharePoint: permissions, folder structure, access for new and departing staff, and current templates and forms
Office operations
· Manage internet, utilities and alarm accounts, renewals and service issues
· Arrange repairs and maintenance with the landlord and trades
· Order office supplies and track monthly office spending against budget
· Manage building keys and office access
· Receive and process all mail, and complete or route each item
What you bring
Required
· Around 7 years of experience in office administration, office coordination or operations support
· Payroll and benefits administration experience in Canada, the US, or both
· A track record of working independently, setting priorities and finishing what you start
· Quick, practical problem-solving and good judgment on when to act and when to escalate
· Strong organization across many deadlines at once
· Clear, professional communication with staff, vendors and clients
· Confidence with Microsoft 365, including SharePoint, and comfort learning new software quickly
Bonus
· Experience with Harvest time tracking
· Experience in an architecture, engineering or design firm
What we offer
· Health benefits
· A central role in a growing practice with projects across North America
· A small team where your work is visible and valued
How to apply
Send your resume and cover letter to wdc@tawarc.com.
