
Our growing company is looking for a manager office. We appreciate you taking
the time to review the list of qualifications and to apply for the position. If you
don’t fill all of the qualifications, you may still be considered depending on your
level of experience.

Responsibilities for manager office

Coordinate team building activities and development trainings
Find opportunities and define procedures for administrative staff to operate
more efficiently
Track time off and overtime
Coordinate office events and functions
Address all office related issues and concerns, both immediate and oversight
of upkeep
Oversee all necessary office improvements
Assign offices/desks for new hires, moves
Oversee vendors, contractors and staff as necessary
Manage facilities budget
Oversee building access

Qualifications for manager office

Familiarity with ADP, CDK or Reynolds + Reynolds software
Need a professional that is willing to take on additional tasks associated with
a small office
Five years of work experiences in Real Estate, Art or Architecture
environment
Knowledge of MS office, accounting software
Knowledge of Adobe system a plus
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