
Business Office Administrator 
The Business Office Administrator at the Decatur Family YMCA intentionally fosters a cause-centered 
culture that is welcoming, genuine, hopeful, nurturing, and determined while also serving as a liaison 
between the staff and the executive staff on financial and human resource transactions. With a daily 
goal to support the organization as it continues to make a positive impact in the community. 

YMCA 

Decatur Family YMCA 

Location 

220 W McKinley, Decatur IL 

Job Description 

YMCA Mission: 
Our mission and core values are brought to life by our culture: to put Christian principles into practice 
through programs that build healthy spirit, mind, and body for all. Employees of the YMCA strive to 
live our cause of strengthening communities with purpose and intentionality every day. We are 
welcoming: we are open to all. We are a place where you can belong and become. We are genuine: 
we value you and embrace your individuality. We are hopeful: we believe in you and your potential to 
become a catalyst in the world. We are nurturing, we support you in your journey to develop your full 
potential. We are determined: above all else, we are on a relentless quest to make our community 
stronger beginning with you. 

Job Summary: 
We are looking for a candidate that is detail-oriented, organized, a self-starter, cause-driven, 
energetic, and a dependable team player to fill the position of Full-Time Business Office Administrator. 
The Business Office Administrator ensures the branch follows all business procedures. The ideal 
candidate will have a resume with noticeable experience in providing administrative support including 
clerical duties, accounts payable, accounts receivable, HR administration, various communication 
processes, and record-keeping. 

Details: 

 Full-time; Non-Exempt, scheduled 40 hours per week 

 Starting Hourly Pay Range: $15-19.00 per hr - based on experience 

 Applications accepted through April 16, 2021 
 

Qualifications 

 Bachelor’s degree in finance, accounting, business or equivalent is preferred.  One year of 
relevant experience may be substituted for each year of required education. 

 Two years or more years related business administration or office administration experience 
preferred. 

 Understanding of basic accounting concepts and applications including cash reconciliation, 
accounts receivable, and accounts payable. 

 Human Resource and Payroll experience preferred. 
 Excellent critical thinking, communication, and organization competencies with strong 

attention to detail. Proactive problem-solving skills. 
 Strong computer skills, including proficiency in Microsoft (Excel, PowerPoint, etc). Proficiency 

in the Y’s operating and payroll software will be a priority of this role  



 Team player, with superb interpersonal skills and an ability to work with the public in a 
positive and friendly manner. 

 Excellent interpersonal skills, verbal and written communication skills, detail-oriented, self-
motivated, and able to multi-task. 

 Ability to demonstrate sound judgment, independent thinking skills, and work independently 
as well as with a team. 
 

Essential Functions 

 Manages accounts receivable. Ensures daily deposits of all cash. Reviews the daily cash 
reconciliation. Reviews and follows up on returned checks and bank drafts. 

 Manages accounts payable and vendor records ensuring internal policies and procedures are 
followed. 

 Administers new staff onboarding processes. Navigates employee concerns; demonstrates a 
settling presence, maintains confidentiality and discretion; and helps resolve conflict in the 
workplace. 

 Enters payroll related transactions ensuring accuracy and completeness. Maintains employee 
benefit records. 

 Oversees office functions such as petty cash, office equipment and supplies, etc. 

 Manages purchasing of supplies and equipment for the branch. 

 Ability to work across team lines and assist other teams, as necessary. 
 

 Maintain a positive and welcoming atmosphere for our members and employees at all times 
 

 Supports Chief Financial Officer in various initiatives, including monthly Finance Committee 
and Board reporting, the annual Budget process and Audit. 
 

Full Time - Hourly 

$15.00 – $19.00 

Qualifying benefits available: Medical/Dental/Vision/FSA/Life/403B/PTO/ Membership 

Generous retirement benefits - 8% employer funded after eligibility is met  

 

How to Apply 
Apply by Sending Resumes via Email 

Samantha.Phebus@decaturymca.org 

 

Resumes Accepted Until 

April 16, 2021 

 


