	
	
	
	
	
	
	
	
	
	

	
	[YOUR NAME]
Office Manager
Address, City, ST ZIP Code | Telephone | Email
[bookmark: _GoBack]Website: wordexceltemplates.com 

Energetic and organized office manager with an experience of over 8 years. Worked with a variety of people with different skills from diverse backgrounds. Strong organization, communication and relationship building skills.
	Education
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
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	Experience in office management, book keeping, taking notes and diary management. Long track record of achieving long term departmental goals. Capable of handling complex situations and multiple tasks at one time. Versatile and flexible personality has helped to take up any role and perform well. Result oriented individual with the ability to make decisions and prioritize the resources to achieve the goals.
	[image: ]
	

	
	
	
	

	
	
	
	

	
	Work Experience:
Office Manager ABC Company
· To oversee the smooth running of the office and the administrative systems.
· To establish and enforce office policies and procedures.
· To work with the management team on ad hoc tasks.
· To prepare financial and non-financial reports for the senior management.
· To carry out staff appraisals and managing performances.
· To manage all business enquiries by phone or emails.
· To review staffing levels to ensure operational needs are met.
· To assist and prepare the expenses report for the senior management.
· To order and maintain relevant office supplies.
· To produce presentations on office performance and achievable.
· To provide supervision and instructions to co-workers and subordinates.
Office Manager XYZ Company 
· To schedule meetings and appointments.
· To maintain the office conditions and to arrange any necessary repairs.
· To partner with HR to update and maintain office policies.
· To organize office procedures and operations.
· To plan in house or out of office official meetings and gatherings.
· To liaise with facility management team or vendors such as the cleaning staff.

Reference: Reference will be furnished on demand
	Key Skills/Objectives
	

	
	
	To collaborate with customers, vendors and staff.
	

	
	
	To motivate, discipline and resolve staff conflicts on regular basis.
	

	
	
	To find any inefficiencies in the procedures and rectify them.
	

	
	
	To ensure the company operations run effectively.
	

	
	
	Technical Skills
	

	
	
	Providing trainings.
Proof reading of documents.
	

	
	
	Ability to resolve administrative issues.
	

	
	
	To develop new and effective office procedures.
	

	
	
	Knowledge of office administrator responsibilities and procedures.
	

	
	
	Hands on experience of office machines.
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To  collaborate with customers, vendors  and staff.  

To motivate, discipline and resolve staff  conflicts on regular basis.  

To find any inefficiencies in the  procedures and rectify them.  

To ensure the company operations run  effectively.  

Technical Skills  

Providing trainings.   Proof reading of documents.  

Ability to resolve administrative issues.  

To develop new and effective office  procedures.  

Knowledge of office administrator  responsibilities and procedures.  

Hands on  experience of office machines.  
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