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[bookmark: example-of-office-coordinator-job-description]Example of Office Coordinator Job Description
Our innovative and growing company is looking to fill the role of office coordinator. To join our growing team, please review the list of responsibilities and qualifications.
[bookmark: responsibilities-for-office-coordinator]Responsibilities for office coordinator
· Collaborate with technical support on any purchasing of Micro Computers, specs
· Greet all visitors, and validate approved visitors
· Involved in emergency response planning
· Arrange for office equipment repair, and maintenance with IT team when needed
· Update and organize tour information notes on web site (through strong understanding of e-commerce web site (Magento & Task Manager platforms)
· Facilitate projects from concept to creation with clients (writing scripts, purchasing music, downloading production elements, entering demos into task manager, generating client links, forwarding materials, coordinating revisions with production team, transcribing approved spots, prepping closed captioning scripts)
· Assume sales rep responsibilities in their absence
· Assist with business expenses reporting
· Act as admin for members of our Exec Team
· Represent WSI by creating a positive atmosphere and greeting all employees and guests who come through the door
[bookmark: qualifications-for-office-coordinator]Qualifications for office coordinator
· Highly motivated self-starter, able to work independently, and able to seek out answers and/or resources on their own
· Able to work with technical professionals and to coordinate activities with other executive administrative assistants
· Own projects supporting the facility and/or executive
· Manage, update, order and organize inventory in copy room, supply room, and kitchen
· Own the space and floor plans, conference room scheduling, and office A/V equipment and help prep for meetings
· Coordinate set up for office lunches, meetings, and events
