
Office Manager
Key Accountabilities:
· Manages the day to day efficient running of the operational back office functions
· Responsibilities may include management of office supplies, equipment, inventory, mail distribution and providing general administration services to the business
· Ensures that cost management for supplies are kept within budget and correct approval processes for ordering are in place and communicated to the business
· Typically has staff responsibility

Knowledge and Experience: 
· Typically, tertiary qualified with several years’ experience in administration and staff management roles
Reports to: 
· Finance Director or Commercial Manager.
