Job Title: Office Manager
Job Summary

We are seeking a highly organized and proactive Office Manager to oversee daily operations and
ensure the smooth functioning of our office environment. The ideal candidate will have strong
leadership skills, excellent communication abilities, and a knack for problem-solving.

Key Responsibilities

o Office Administration: Manage office supplies, equipment, and facilities to ensure a
productive work environment.

¢ Team Coordination: Supervise administrative staff and coordinate schedules, meetings,
and events.

o Financial Management: Assist with budgeting, invoicing, and expense tracking.

e Communication: Serve as the primary point of contact for internal and external
communications.

e Policy Implementation: Develop and implement office policies and procedures to
enhance efficiency.

¢ Support Management: Provide administrative support to senior management as
needed.

Qualifications
o Education: Bachelor’s degree in Business Administration or related field preferred.
o Experience: Minimum of 3 years of experience in office management or a similar role.
o Skills:
¢ Proficient in Microsoft Office Suite and office management software.
e Strong organizational and multitasking abilities.
e Excellent written and verbal communication skills.
¢ Leadership and team management skills.
Benefits
¢ Competitive salary and performance bonuses.

e Opportunities for professional development and career advancement.



