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OFFICE MANAGER
KIND OF WORK:  This is supervisory and administrative work in directing a staff performing clerical, accounting and other related duties in a business office.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for developing work methods and procedures, scheduling and assigning work to employees and for applying laws and regulations to meet established objectives.  Work is performed in accordance with broad policies under the general direction of a department head or other supervisor.  Supervision is exercised over fiscal, clerical, security and maintenance employees as assigned.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Plans, organizes, directs, supervises and reviews work of office staff; reviews production records; compiles reports; gives technical assistance to employees; supervises the collection, accounting and transmittal of large amounts of money; resolves difficult complaints; answers inquiries from other governmental agencies or the general public; conducts research; compiles a variety of complex statistical and accounting reports; prepares detailed activity and progress reports; supervises and participates in the payroll process; reconciles cash accounts to bank statements; serves as liaison between the jurisdiction and insurance providers; chairs or serves on committees as assigned; supervises and participates in the preparation of tax forms; resolves issues with contractors related to invoicing and personnel; develops bid packages and requests for proposals; oversees the maintenance of facilities and equipment as assigned; requisitions office supplies and equipment; maintains inventory control records; evaluates employee performance; plans and implements employee training programs; assists in formulation of the budget; keeps expenditure records; maintains liaison and coordinates activities with related organization units; attends Board or Council meetings and records proceedings and prepares minutes; performs a wide variety of administrative and clerical tasks; performs related work as required. 

ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of office management principles and practices; thorough knowledge of departmental policies and procedures; thorough knowledge of laws and regulations governing departmental operations; thorough knowledge of clerical functions involved in accounting, record keeping, filing and general clerical work; good knowledge of data processing principles and computer functions; ability to plan, assign and coordinate the work of employees; ability to formulate, recommend and implement operating policies and procedures; ability to complete research and prepare complex and detailed reports; ability to communicate effectively, both orally and in writing; ability to establish and maintain effective working relationships with employees, department heads and the general public.
MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree from a recognized college or university in business administration, accounting or related field, and a minimum of three years' increasingly responsible experience in office management; or a combination of education and experience equivalent to these requirements.
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