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Our company is looking for an office services. Thank you in advance for taking a
look at the list of responsibilities and qualifications. We look forward to reviewing

your resume.

Responsibilities for office services

e Process Management - OE process and tools for documentation of service
processes

e Financial & Performance Management - Responsible for budget creations and
adherence to budget (Capital and OPEX)

o Client Relationship - Responsible for client satisfaction of services

» Create, propose and maintain annual Office Services expense and capital
budgets

 Supervise Office Services Admin (mail center)

e Propose and coordinate renovation projects, furniture reconfigurations, and
ongoing office maintenance with select vendors

e Work with appropriate internal and external stakeholders to develop,
maintain and comply with all relevant safety standards

e Develop and maintain Office Services policies as needed

e Provide back-up to Office Services team as needed

e Provide high level of customer service for external guests and internal guests
of all levels of the organization

Qualifications for office services

e Must be dependable and report to work on time to ensure front desk
coverage

e Ability to learn various business computer systems

e Minimum 2 years experience working in a professional office



e Experience working with all levels of employees, including senior
management



