Title:  Office Manager
Position #:  
Department:  XXXXX
Category: Non-exempt 
Reports to: Title (position number)
Date:  2003
Position Purpose

To serve as the Office Manager for XXXX Department/Office, overseeing the day-to-day operations of the office and prioritizing and adjusting workload to ensure efficient and timely accomplishment of administrative and logistical support functions. 

Key Accountabilities

Office Management

· Plans, manages, and coordinates all administrative functions of the Department/Office. 

· Establishes deadlines, determines priorities and coordinates and adjusts workload. 

· Anticipates and recognizes problems and/or issues and brings them to the attention of the appropriate staff member.

· Develops, implements, and modifies office systems and administrative policies and procedures.

· Oversees and coordinates the details of the daily appointment/schedule calendar for the Department/Office staff to ensure the most efficient use of their time.

· Screens visitors and callers and decides appropriate action based on priorities, commitments and interests of Department/Office staff. 

Budget Development/Administration

· Participates in development of annual budget; researches historical and other data and estimates costs of expenses.
· Administers the approved budget; monitors and approves expenditures, reconciles budget reports, projects budget shortfalls/excess, and re-allocates funds.
· Oversees all purchasing for the Department/Office.
Communication

· Serves as primary point of contact representing the Department/Office to the institution and external constituencies. 

· Serves as the primary source of information on Department/Office policies and procedures.

· Coordinates publicity activity including work in multiple media, such as drafting brochures and newsletters, to coordinate a wide range of publications/communications.

· Maintains cognizance of working within a diverse community and enhancing diversity and acts appropriately regarding diversity in dealing with others.
Information/Records Management

· Organizes and manages print and digital records, correspondence and other files in the Department/Office.

· Coordinates collection of annual statistical information and consolidates data.
· Screens and reviews incoming correspondence and e-mail for prioritization and forwards to appropriate individuals for action.

Personnel Administration

· Maintains personnel records and files for the Department/Office staff.

· Initiates and monitors personnel actions, e.g. payroll authorizations, timesheets, personal and sick leave, disability leave, accident reports and leaves of absence.

· Provides administrative support for staff recruitment including advertising, correspondence with candidates and coordinating search committees.

Event Scheduling

· Schedules and makes arrangements for regular and special meetings, workshops, conferences, etc.
· Makes all appropriate travel and hotel arrangements.
Staff Development

· Hires, supervises, trains, and evaluates staff to meet changing department needs.

Performs other duties as assigned.

Position Requirements

	· Skills & Knowledge
· In-depth knowledge of office management practices and procedures.

· Excellent interpersonal and communication skills.

· Ability to interact with others with tact and diplomacy

· Strong organizational skills and ability to respond appropriately to pressures, deadlines and frequent changes in priorities and schedules

· Initiative, sound judgment and ability to work independently

· Highly proficient with computer applications. 


	· Experience

· Three plus years of office management experience with a high degree of autonomy.


	· Education

· Associate’s degree or the equivalent.

· Bachelor’s degree preferred.
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