
 

 

 

 

JOB ANNOUNCEMENT 

 

Administrative Manager 

 
 

VS Strategies is a national leader in cannabis policy and public affairs, with an unparalleled 

track record in these fields. For more than a decade, our team members have been changing 

minds and changings laws, rolling back prohibition-era policies and advancing the cannabis 

industry in a dynamic, responsible, and equitable manner. We serve businesses, trade 

associations, government bodies, and other organizations and individuals seeking to shape 

public opinion and implement the most effective cannabis laws and regulations.  

 

 

 

VS Strategies is seeking an Administrative Manager to join its growing team of 

professionals. We aim to fill this role no later than January 15, 2021.  
 

The Administrative Manager will focus primarily on general administrative and accounting tasks, but may 

also provide support for specific projects. Core responsibilities include, but are not limited to: 

 

Office Management 

 

• Provide general administrative support and assist with staff coordination. 

• Manage the main phone line and direct incoming calls to staff as necessary. 

• Assist partners at the firm with their calendars and scheduling. 

• Maintain digital and physical records. 

• Manage the firm's accounts and registrations for services, software, publications, etc. 

• File and renew lobbying registrations, ensuring all required reports are complete and submitted 

on time.  

 

Accounting 

 

• Create and send client invoices. 

• Manage Accounts Receivable. 

• Ensure company’s books are reconciled and clean.  

• Assist with payroll functions, including issuing 1099s. 

 

Qualifications 

 

• Bachelor’s degree strongly preferred; high school diploma required. 

 

• At least two years of office management or bookkeeping experience; law firm experience 

preferred but not required. 

 

https://www.vsstrategies.com/


 

 
 
 

 

• Experience with basic accounting and Quickbooks. 

 

• General proficiency with office equipment, such as computers, scanners, printers and 

conferencing devices. 

 

• General proficiency with the Microsoft Office Suite and email programs (such as Outlook).  

 

• Applicants should have knowledge of or the ability to learn various software programs, such as 

those used for maintaining client databases, building email alerts, managing webinars and 

conferencing, etc. 

 

The successful candidate will be a strong self-motivator who is able to work independently and 

maintain a high degree of professionalism. Specifically, they will have: 

 

• Exceptional organizational skills, including a high level of attention to detail; 

 

• Strong interpersonal communication skills and be able to work with clients, the public, and VSS 

team members at all levels of the organization in a positive and collaborative manner; and 

 

• Excellent time management skills, including the ability to meet deadlines, juggle multiple 

projects, and reprioritize quickly and efficiently in a fast-paced work environment; and 

 

The Administrative Manager will have access to the firm's financial records and other sensitive 

information, so they must be able to uphold the highest standards of discretion and confidentiality.  

 

Location 

 

VS Strategies is based in Denver, but it is currently operating as a virtual office and will continue 

with this arrangement for the foreseeable future. We conduct a significant amount of work in 

Colorado, so there would be benefits to having the Administrative Manager located in the 

Denver area, but it is not required. 

 

Salary and Benefits 

 

Salary will be commensurate with experience, but our intent is to fill the position with an annual 

salary of approximately $40,000. VS Strategies covers 100% of benefits for its employees, 

including health, dental and vision. After three months, employees are eligible to participate in a 

401K, with a generous employer match. 

 

 

 

Apply via email to jobs@vsstrategies.com. Please include your resume and a brief cover 

letter describing your interest in the position. If someone referred you, please let us know 

who in your cover letter. 

 

VS Strategies is committed to creating a diverse environment and is proud to be an equal 

opportunity employer. All qualified applicants will receive consideration for employment without 

regard to race, color, religion, gender, gender identity or expression, sexual orientation, 

national origin, genetics, disability, age, or veteran status. 
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