0150

OFFI CE MANAGER

NATURE OF WORK

This is supervisory and adm ni strative work supervising the clerical and
busi ness operations of a County departnent/division.

An enpl oyee in a position allocated to this class supervises the operations
of alarge clerical and secretarial staff. Wrk involves pl anni ng, assigni ng and
reviewi ng the work of subordinate staff and coordi nating support services such
as personnel, purchasing and records mai ntenance. Wrk invol ves the devel opnent
of procedures necessary to carry out these responsibilities. Al t hough an
enployee in this class nmay independently perform highly conplex specialized
clerical duties, the enphasis is on the supervision of the clerical staff of an
of fice. Consi derabl e independent judgnent and initiative is exercised in
conformance with standard operating policies and procedures. Wrk is perforned
under the general supervision of an administrative superior and is reviewed
t hrough reports and conferences.

EXAMPLES OF WORK

Wites performance evaluations; issues counseling fornms/disciplinary
actions; handles enployee complaints and grievances; recomrends the hiring
term nation and pronotion of staff.

Pl ans, assigns, and reviews the work of a large clerical staff engaged in
keepi ng records, checking records, auditing and certifying records; receiving and

di stributing mail; duplicating forns and records; receiving, storing and i ssui ng
supplies, publications and bulletins; and the operation of various office
machi nery.

Assists subordinates in resolving problenms non-routine situations,
instructs workers in office practices, orients and trains new workers.

Determ nes work procedures, prepares and adm ni sters work schedul es, and
expedites work flow. Issues witten and oral instructions, maintains tine and
production records. Assigns duties and exam nes work for exactness, neatness and
conformance to policies and procedures.

May perform non-supervisory duties of a conplex nature in maintaining
control records, checking inportant transactions, and recomrendi ng sol utions to
adm ni strative problens.

Studi es and standardi zes work procedures, devises new work nethods,
recommends new procedures, fornms and methods to effect saving of tine, |abor,
cost and to inprove office efficiency.

Conpi |l es data for budget preparation

Mai nt ai ns i nventory control of equi prent and supplies; approves purchase
requests and supervi ses the processing of requests.

Makes reconmendati ons t o adm ni strative superior on adnini strative policies
and procedures.

Perfornms related work as required.



0150

OFFI CE MANAGER - CONT' D

REQUI RED KNOW EDGE, SKILLS, AND ABILITIES

Thorough know edge of the functions and operations of the involved
depart ment/ di vi si on

Thor ough knowl edge of governnental purchasing, personnel and accounting
procedures.

Consi derabl e knowl edge of office practices and procedures.

Know edge of the organizational structure of County government.

Ability to analyze office operations and recommend innovative nethods,
procedures and policies to i nprove efficiency.

Ability to effectively supervise a |large group of clerical personnel

Ability to establish and nmaintain effective working relationships with
ot her enpl oyees, county officials and the general public.

M NI MUM ENTRANCE REQUI REMENTS

Graduation from high school or an equival ent recognized certification
suppl enented by courses in Business Adm nistration or a related discipline
consi derabl e experience in clerical supervisory or of fi ce nanagenent work; or any
equi val ent conbi nati on of related training and experience.

Rev. 4/ 88



