






MANAGEMENT


Is It Time to Consider Hiring an Office Manager?

















The importance of a good office manager shouldn’t be underestimated. Such a person can free you from mundane, time-consuming tasks and enable you to focus on the fundamentals of running your business, serving your customers and generating revenue. 


An office manager’s duties can range from feeding plants to feeding egos. In some firms, the office manager may be a secretary or receptionist. In others, the office manager may take on bookkeeping responsibilities or act as a technology troubleshooter. 


Tasks that often fall to an office manager include the following: 


Answering the phones


Greeting and reception, including signing for deliveries, receiving and distributing mail


Ordering and maintaining supplies


Overseeing operation and maintenance of computers, printers and other office equipment 


Filing invoices, receipts, client information, and other important documents 


Bookkeeping, including client invoicing, paying bills, and handling petty cash


Human resource duties such as compiling employee hours, doing payroll and maintaining personnel files 


An office manager needs to relate to virtually everyone in the workplace, including clients, vendors, suppliers and co-workers. The ideal manager has a friendly, upbeat personality, is comfortable with organization and responsibility, can be firm and confident about making decisions, and is able to handle conflict. Other important qualities are good math skills and a thick skin. Be prepared to pay good money for a first-rate office manager. The alternative is to do all the tasks yourself.














