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ROLE AND RESPONSIBILITIES
Office Manager

Role:  The Office Manager is a key figure in ensuring the smooth and efficient operation of the office. This role involves overseeing the daily administrative functions, managing staff, coordinating with different departments, and ensuring compliance with industry regulations. The Office Manager plays a critical role in maintaining a productive work environment and supporting the agency’s overall objectives.
Responsibilities: 
Administrative Management:
1. Office Operations
Oversee daily office operations and ensure the office runs smoothly.
	
2. Staff Supervision
Supervise administrative staff, including receptionists and administrative assistants.

3. Policy and Procedure Implementation:
Develop and implement office policies and procedures to improve efficiency.

4. Meeting Coordination
Schedule and coordinate meetings, including preparing agendas and minutes.

Human Resources:

1. Recruitment and Training
Manage the recruitment, hiring, and training of new staff.

2. Performance Management
Conduct performance reviews and manage employee relations.

3. Payroll and Benefits Administration
Oversee payroll processing and manage employee benefits.
Facility Management:
1. Maintenance and Upkeep:
Ensure the maintenance and upkeep of the office space and equipment.
2. Inventory Management
Manage office supplies inventory and place orders as necessary.

3. Health and Safety
Ensure compliance with health and safety regulations.
Compliance and Risk Management:
1. Regulatory Compliance
Ensure that all agency operations comply with relevant laws, regulations, and industry standards.

2. Risk Management
Identify and address potential risks within the office environment.

Key Performance Indicators (KPI’s):

1. Operational Efficiency
Improvement in operational processes, measured through time and cost savings.

2. Employee Performance and Satisfaction
Levels of staff performance and job satisfaction, measured through performance reviews and staff surveys.

3. Budget Management
Effectiveness in managing and adhering to the office budget.

4. Client Satisfaction
Customer satisfaction levels, measured through feedback and retention rates.

5. Compliance Adherence
Number of compliance issues or violations.

6. Office Environment and Safety
Maintenance of a safe and productive office environment.

7. Inventory Management Efficiency
Effectiveness in managing office supplies and equipment.

8. Staff Turnover Rate
Rate of employee turnover in the office.

9. Timeliness of Reporting
Accuracy and timeliness of financial and other reporting.

10. Support to Agents
Level of support provided to insurance agents, contributing to their performance.
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