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JOB DESCRIPTION
Administrative Manager
Date: 		September 28th, 2021			Prepared by:…………………………..
Job title: 	Administrative Manager		D.O.T. Code:………………………….
Department:	 Administration			Location:………………………………
Reports to: 	Top Management 			Classification:…………………………

I. [bookmark: _GoBack]PURPOSE OF THE JOB
This position aims to monitor the daily operations of the company employees while also ensuring that remedial action is performed whenever appropriate. Administrative management is required to ensure that the task is performed properly and offer a suitable workplace environment. In addition, one will be in control of the corporation's procedures, planning, and management. Finally, lead a team of experts to get the best out of them.
II. SUMMARY OF THE JOB
Because the administrative manager is the point of contact for workers and customers, they are responsible for fostering a good culture. It is also in charge of ensuring that the firm gets the necessary guidance and direction. It is in charge of the planning process, organization, and scheduling for personnel and guests. It is also responsible for the supply chain process, from ordering to warehousing. Thus it collaborates both internally and externally with outsourced suppliers to guarantee that the firm's financial and human resource demands are satisfied.
III. ESSENTIAL FUNCTIONS OF THE JOB
1. Managing an organization's administration system and general processes entails managing employees, enabling communication within a firm, and establishing strategies to improve workplace efficiency.
2.  Manage facility operation and assistance programs.
3. It makes it easier for technicians to resolve issues.
4. Make conscious choices and fix problems.
5. Acquire, monetize, and inventory taking
6. Record and store data.
7. Task organization for workers
8. Creates and implements management systems, rules, and protocols to increase operational efficiency.
9. Arrange and publicize gatherings, workshops, and interviews.
10. Recruit and train skilled personnel while keeping a positive workplace environment and budgets in mind.
11. Establish a budget in collaboration with the finance department.
12. Represent the firm professionally by providing exceptional customer service and interpersonal interaction skills.
13. Ensure that administrative personnel is subject to the same acceptable behavior.
14. Create and disseminate a monthly financial statement for top-level management to determine the current state of operations.
15. Be prepared to thoroughly understand the company practices, strategies, and objectives and join us in achieving our goals.
16. Use feedback and incentive schemes to assess staff effectiveness and performance.
17. Respond to phone calls and emails from suppliers, contractors, and workers, among others.
18. Arrange a regular employee meeting to assess the company's status and prospects.
19. Prepare for and arrange office events and activities such as Thanksgiving.
20. Update remaining workers about holidays, deadlines, maintenance services, and special visits by updating the office calendar.
21. Apprise and advise staff regarding sick leaves and vacations.
22. Lastly, it involves directing and guiding staff in their regular tasks.
23. Tends to work and acts courteously to convey business policies and reputation competently and properly.

IV. NON-ESSENTIAL FUNCTIONS OF THE JOB
None 
V. SPECIFICATIONS OF THE JOB
A. Minimum Skills Required
Positions need strong know-how skills and the ability to engage successfully with workers, customers, and proprietors via telephone or in-person. It is critical to be organized to display competence and professionalism. It is also necessary to act as a leader to establish, motivate, persuade, and realize its mission.
B. Minimum Education Required/ Experience Required
Diploma from a high school.  Four years experience in organizational administration
C. Working Conditions/Physical Requirements
The individual is normally stationary, apart from reaching items away from their desk or search files. This profession needs the capacity to focus. A substantial degree of tension will be encountered while dealing with employee issues or liabilities, as well as client complaints.
D. Characteristic Critical for Success in Position
Professionalism, managerial skills, technical excellence, leadership, monitoring and control, interpersonal skills, patience, and self-motivation are required. Business Operations Expertise is also a critical characteristic of the position.
E. Shift/Hours
Working forty-two hours per week is the routine.
F. Number of Positions of Subordinates
The Administrative Manager is in charge of the front desk and the drafters.
G. Contacts Required (Internal/External)
Contacts for every department and staff, as well as every supplier and subcontractor, are required.
Owners and top-level management contacts.
H. Evaluation Criteria
1. Education
Needs a high school diploma, understanding of field jargon such as surveying, and valid managerial studies certification would be required.
2. Previous Experience
Four years of prior experience in a similar role is required.
3. Time to Proficiency
One month to demonstrate a general understanding of the firm, its policies, and processes.
4. Mental Effort
The position necessitates multitasking abilities and the capacity to operate under difficult conditions.
5. Visual Attention
It is necessary for making orders, sourcing supplies, inspections, establishing paychecks, and evaluating rules.
6. Physical Effort
Minimal physical effort is required.
7. Manual Dexterity
It is necessary to be able to operate properly with computer systems and type with good outcomes.
8. Supervisory Responsibility
The position necessitates complete management accountability since you are accountable for the outcomes and any staff misconduct. Furthermore, since it is your job to oversee the workers and the firm, this position has a high degree of control.
9. Supervision Received
The position does not necessitate frequent monitoring; on the opposite, employees work independently.
10. Financial Responsibility
This role controls the money at a high standard by managing a budget, costs, and revenue.
11. Training, Teaching, and Counseling
In establishing new practices and principles in the organization, a considerable amount of training is required.
12. Negotiating and Influencing
It is required while bargaining with suppliers and companies that supply products and services to us while determining the cost of our services.
13. Surroundings
It entails working in a safe and nurturing environment.
14. Business Know-How
To execute well, complete business understanding is necessary.
15. Problem Solving/Decision Making
Daily, the position requires involvement and decision-making. On a certain occasion, a firm's performance is dependent on your response to changing conditions and capacity to deal with the matter. It is critical for this job to handle challenges such as ensuring that staff has the necessary equipment, materials, and assistance to operate properly.



