
Our innovative and growing company is looking to fill the role of manager office.
To join our growing team, please review the list of responsibilities and
qualifications.

Responsibilities for manager office

Managing visitors to the office
Handling general inquiries via post and phone
Managing telecoms support for global meetings (VC/TC)
Working with global admin team for health and safety procedures as
appropriate for U.S. locations
Assisting IT with the build of laptops for new joiners/liaising with provider for
efficient support
Tracking and on-boarding of consulting partners
Support staffing processes
Assisting project/program leads with status review
Assisting with development day planning Project Management support
Working with global administration with meeting logistics for global senior
management

Qualifications for manager office

Direct support to Principal & Directors
Manage and maintain office and building facilities by coordinating equipment
and studio maintenance and repair, recycling, and trash disposal
Manage incoming and outgoing mail, shipments, and deliveries
Manage and coordinate meetings in office calendar
Arrange and prepare for client meetings
Manage office phone system and generate email accounts

Example of Manager Office Job Description
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