CarMasters Automotive

Job Description

Job Title:  Office Manager




Prepared By:

Department:  Office





Approved By:

Reports To:  President





Date:

FLSA Status:  Non-exempt

Basic Function:  
Keep the office running in an efficient manner, while at the same time, tapping the talents of all individuals.  Secure qualified and capable staff.
Responsibilities:
1. Coordinate and monitor office operations to ensure shop requirements are sufficiently met on a daily basis.

2. Resolve operational problems related to customer service, accounting procedures and computer systems.

3. Monitor office procedures and resolve problems through collaboration with pertinent managers and implement changes as needed.

4. Ensure daily accounting functions are accurately performed to include:


-generation of daily sales reports
-bank deposits



-posting of technician time records
-input and cost out of sales

-monthly account reconciliation
-bank reconciliations



-general ledger and journal entry posting

5. Monitor the overall cash flow and corporate checking account.

6. Prepare and analyze corporate monthly financial statements to include operating reports, balance sheets and breakdown of sales.

7. Prepare and process payroll in conjunction with outside payroll service.

8. Oversee and maintain company insurance to include Workers’ Compensation.

9. Act as Benefits Administrator to include completing appropriate paperwork and updating information as needed.

10. Orient new employees to include completing appropriate paperwork.

11. Maintain employee handbook and process updates as needed.

12. Process termination paperwork in an accurate and timely manner.

13. Ensure the efficient operation of all office equipment by performing minor service duties, and arranging for maintenance as needed.

14. Oversee office supply inventory and order appropriate supplies as needed.

15. Coordinate and oversee completion of special projects as needed.

16. Submit appropriate motor vehicle paperwork to the Department of Motor Vehicles according to DMV regulations for mechanics liens.

17. Receive and review all vendor invoices for accuracy.

18. Prepare all accounts payable checks and mail with appropriate documentation.

19. Type correspondence in the proper format, proofread and distribute or mail as requested.

20. Maintain technical competence by attending all classes and shop meeting as requested to maintain needed skills.

21. Perform other related duties as assigned.

Supervisory Responsibilities:
1. Maintain employee work/vacation schedules to ensure staffing needs are met in accordance with company policy and guidelines.

2. Provide guidance and direction to staff to assist in their professional development to include facilitating the cross training of employees.
Skills:
Interpersonal Skills


Math Aptitude


Bookkeeping
Oral Communication Skills

Organization


Planning


Written Communication Skills
Professionalism

Project Management


Computer Literacy


Keyboard Skills

Filing

Diplomacy



Reading Skills


Time Management

Education/Training:
Degree:  High School Diploma or Equivalent

Experience:
Prior bookkeeping, payroll, and human resources experience required.
