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Job Description
Office Manager

FLSA Classification
[Indicate exempt or nonexempt] 

Salary Grade/Level/Family/Range
[Insert applicable information]

Reports to
[Insert title]

Date 
[Indicate date job description was created or revised] 

JOB DESCRIPTION 

Summary/objective 
The Office Manager will oversee the general administrative functions and activities of the agency.

Essential functions
· Ensure daily processes and procedures are adhered to
· Provide support to staff
· Oversees cash handling procedures
            Maintains inventory of office supplies; orders new supplies as needed.
· Maintains office files; implements an efficient system for other staff to access files and records.
· Provide training to employees on new procedures, systems, and software
· Ability to adjust processes as necessary 
· Follow and enforce agency and Department of Insurance rules and regulations
· Performs other related duties as assigned.

Competencies
·  Pleasant phone manner and professional appearance
·  Computer knowledge a must 
·  Detail oriented
· Team player 
· Willingness to learn new skills 
· Excellent verbal and written skills

Supervisory responsibilities
· Oversees all daily work activities in the office 
· Handle staff issues/complaints which may include discipline and/or termination
· Provide upper management with reporting on identified KPI’s

Work environment
Professional insurance office

Physical demands
[bookmark: P35_3325]Prolonged periods of sitting at a desk and working on a computer
Ability to lift up to 15 pounds at a time

Travel required
No

Required education and experience
· High School diploma or equivalent
· Previous office manager or managerial experience
· Valid [insert state here] Property & Casualty insurance license


Preferred education and experience
· College degree in business or related field

Additional eligibility requirements


Work authorization/security clearance requirements
Must be able to provide valid documents showing authorization to work in the United States

Affirmative Action/EEO statement 
[bookmark: _Hlk56693537]It is the policy of [insert agency name] to provide equal employment opportunities without regard to race, color, religion, sex, national origin, age, disability, marital status, veteran status, sexual orientation, genetic information, or any other protected characteristic under applicable law.

Other duties
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities, and activities may change at any time with or without notice. 

Signatures
This job description has been approved by:


Manager______________________________________   	 Date ________________



Employee signature below indicates the employee’s understanding of the requirements, essential functions, and duties of the position. 


Employee______________________________________     Date__________________
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