Office Manager (OM) Job Profile:

1. The OM shall maintain work habits that are in accordance with the WWCC employee policy as outlined in the WWCC Employee handbook.

2. The OM shall dress in an appropriate and professional manner as outlined by WWCC policies.

3. The OM should have excellent organizational and communicational skills.

4. The OM should be very outgoing, friendly, and helpful.

5. The OM should have the ability to adapt to daily changing circumstances

6. The OM should maintain their working area in an organized and clean condition.

7. The OM should advise the owner of any potentially hazardous conditions or damaged tools or equipment and take the appropriate action to correct any potentially hazardous conditions. 

8. The OM should continuously strive to improve efficiency in the facility and the overall operation of WWCC and be willing to participate in shop meetings and training programs which are sponsored by WWCC.

9. The OM should maintain a good work attitude and cooperate with fellow WWCC Employees.

10. The OM must have strong auditing skills.

11. The OM should be capable of delegating duties and supervising their completion.
12. The OM should be capable of managing and overseeing people.
13. The OM should be capable of training and indoctrinating new Administrative employees.
14. The OM should be proficient in the use of all WWCC management and estimating systems.
15.  The OM must be very thorough in their documentation processes. 

Office Manager (OM) Job Description:

QUITE OFTEN ONE OF THE CLAIMS REPRESENTATIVES WILL BE THE DESIGNATED OFFICE MANAGER FOR EACH LOCATION.
1. The OM shall monitor daily Petty Cash Balance as well as ensuring that the appropriate currency is available. 

2. The OM is responsible for monitoring and tracking employee vacations, days off, as well as attendance (tardiness)

3. The OM shall perform all payroll duties. 

4. The OM is responsible for running all the end of the month and end of the year reports. 

5. The OM is responsible for doing the Daily Deposit. 

6. The OM is responsible for doing the Daily PACE Report and forwarding it to the Location Manager, and Michael Anderson. 

7. The OM is responsible for mailing out the end of the month Fleet Account statements. 

8. The OM is responsible for maintaining the inventory of office supplies, WWCC Forms, and Postage Supplies.

9. The OM is responsible for ordering the beverages for the customer cooler as needed. 

10. The OM is responsible for collecting and monitoring the employee beverage cooler honor system. 

11. The OM should be capable of performing all CSR/CR duties. 

