
 

OFFICE MANAGER 

The Office Manager is responsible organizing and coordinating office operations and procedures 

in order to ensure organizational effectiveness and efficiency. He or she manages day-to-day 

operations and perform wide range of administrative duties. The Office Manager must make sure 

that office equipment is maintained, relevant records are up to date and that all administration 

processes work effectively. 

Roles and Responsibilities 

 Perform general office management and maintenance;  

 Backup management on coordinating and communicating with stakeholders and staff 

 Manage the day-to-day operational and tactical aspects of office management 

 Schedule meeting and arranges travel and lodging 

 Manage filing systems, budgets, and expenses, also creates invoices and statements 

 Develop and implement new administrative systems, such as record management 

 Record office expenditures and spending, including petty cash 

 Organize the office layout and maintain supplies of stationery and equipment 

 Maintain the condition of the office and arranging for necessary repairs 

 Oversee the recruitment of new staff, sometimes including training and induction 

 Ensuring adequate staff levels to cover for absences and peaks in workload, often by 

using temping agencies 

 Carry out staff appraisals, managing performance and disciplining staff 

 Delegate work to staff and manage their workload and output 

 Promote staff development and training as well as promoting equality and diversity 

policy 

 Write reports for senior management, take notes delivering presentations 

 Respond to customer enquiries and complaints 

 Review and update health and safety policies and ensuring they are observed 

 Arrange regular testing for electrical equipment and safety devices 

 Attend conferences and training 

 Performs other duties as needed 

 

Requirements  

 Must be well organized, and able to work independently and as a team player 

 Strong computer skills. Proficient in Outlook, PowerPoint, Excel and Word 

 Excellent communication/interpersonal and customer service skills 

 Positive and professional demeanor 

 Acute attention to detail 

 Demonstrated ability to multi-task 

 Ability to multi task and be a team player 

 Ability to function effectively in a fast-paced, deadline-oriented environment 



 
 

Education 
 

Applicant requires a bachelor’s degree and at least 3 years office management experience. 

 

 Please Contact: Recruiter@coremax.com 


