Office manager-Tasks

 (Leadership — Job requires a willingness to lead, take charge, and offer opinions and direction)
· Must be IT savvy.

· Oversee day to day activities at the office 

· Direct and coordinate activities of businesses concerned with pricing, sales, or distribution of products.

· Review financial statements, sales and activity reports, and other performance data to measure productivity and goal achievement and to determine areas needing cost reduction and program improvement.

· Manage staff, preparing work schedules and assigning specific duties.

· Direct and coordinate organization's financial and budget activities to fund operations, maximize investments, and increase efficiency.

· Establish and implement departmental policies, goals, objectives, and procedures, conferring with Directors and staff members as necessary.

· Determine staffing requirements, and interview, hire and train new employees, or oversee those personnel processes.

· Plan and direct activities such as sales promotions, conferences, exhibitions coordinating with other companies as required.

· Determine goods and services to be sold, and set prices and credit terms, based on forecasts of customer demand.

· Locate, select, and procure merchandise for resale, representing management in purchase negotiations.
Tools & Technology

	Tools used in this occupation
· Desktop computers

	· Computer accessories

	· Laptop computers


· Technology used in this occupation: 

	· Accounting software — Bookkeeping software; Intuit QuickBooks software (implement and maintain.

	· Customer relationship management CRM software — implement and maintain

	· Electronic mail software —Microsoft Outlook

	· ETR — implement and maintain

· VAT returns

	· Human resources software — implement and maintain


Knowledge

	Administration and Management — Knowledge of business and management principles involved in strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination of people and resources.

	Customer and Personal Service — Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.

	Personnel and Human Resources — Knowledge of principles and procedures for personnel recruitment, selection, training, compensation and benefits, labor relations and negotiation, and personnel information systems.

	Economics and Accounting — Knowledge of economic and accounting principles and practices, the financial markets, banking and the analysis and reporting of financial data.

	

	Computers and Electronics — Knowledge of electronic equipment, and computer hardware and software, including applications and programming.

	

	Clerical — Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, stenography and transcription, designing forms, and other office procedures and terminology.

	Sales and Marketing — Knowledge of principles and methods for showing, promoting, and selling products or services. This includes marketing strategy and tactics, product demonstration, sales techniques, and sales control systems.

	Production and Processing — Knowledge of quality control, costs, and other techniques for maximizing the effective sourcing and distribution of goods.


Skills

	Active Listening — Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

	Critical Thinking — Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.

	Monitoring — Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or take corrective action.

	Coordination — Adjusting actions in relation to others' actions.

	Social Perceptiveness — Being aware of others' reactions and understanding why they react as they do.

	Active Learning — Understanding the implications of new information for both current and future problem-solving and decision-making.


Work Activities

	Getting Information — Observing, receiving, and otherwise obtaining information from all relevant sources.

	Making Decisions and Solving Problems — Analyzing information and evaluating results to choose the best solution and solve problems.

	Coordinating the Work and Activities of Others — Getting members of a group to work together to accomplish tasks.

	Scheduling Work and Activities — Scheduling events, programs, and activities, as well as the work of others.

	Monitor Processes, Materials, or Surroundings — Monitoring and reviewing information from materials, events, or the environment, to detect or assess problems.

	Monitoring and Controlling Resources — Monitoring and controlling resources and overseeing the spending of money.

	Selling or Influencing Others — Convincing others to buy merchandise/goods or to otherwise change their minds or actions.

	Communicating with Persons Outside Organization — Communicating with people outside the organization, representing the organization to customers, the public, government, and other external sources. This information can be exchanged in person, in writing, or by telephone or e-mail.

	Establishing and Maintaining Interpersonal Relationships — Developing constructive and cooperative working relationships with others, and maintaining them over time.

	Communicating with Supervisors, Peers, or Subordinates — Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.


Work Styles

	Dependability — Job requires being reliable, responsible, and dependable, and fulfilling obligations.

	Attention to Detail — Job requires being careful about detail and thorough in completing work tasks.

	Leadership — Job requires a willingness to lead, take charge, and offer opinions and direction.

	Self Control — Job requires maintaining composure, keeping emotions in check, controlling anger, and avoiding aggressive behavior, even in very difficult situations.

	Initiative — Job requires a willingness to take on responsibilities and challenges.

	Integrity — Job requires being honest and ethical.

	Stress Tolerance — Job requires accepting criticism and dealing calmly and effectively with high stress situations.

	Cooperation — Job requires being pleasant with others on the job and displaying a good-natured, cooperative attitude.

	Analytical Thinking — Job requires analyzing information and using logic to address work-related issues and problems.

	Persistence — Job requires persistence in the face of obstacles.


