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Firm Administrator Job Description
 
	Department:
	Executive
	Job Status:
	Full-time 

	FLSA Status:
	Exempt
	Reports to:
	President/Owner

	Work Schedule:
	Office Hours are M-F
8:30 AM – 5:30 PM nights and weekends as necessary; accessible off-hours on company cell phone
	Positions Supervised:
	
None



POSITION SUMMARY
Compass Workforce Solutions has an opportunity for a full-time Firm Administrator and Executive Assistant position.  As the right hand to the President, this position is accountable for the efficient operations of the office and will be the key administrative resource for the President. The ideal candidate has the ability to exercise good judgment in a variety of situations, operates proactively and independently, exhibits strong leadership qualities, and possesses excellent written and verbal communication, administrative, and organizational skills. Successful applicants need to have great attention to detail, problem-solving skills, strong technological capabilities, and be quick learners.  The Firm Administrator must be resourceful with an ability to execute and follow-through on all assignments with minimal guidance and oversight.

POSITION RESPONSIBILITIES

· As the President’s right hand, represent and communicate the values and expectations of the company and support a positive company culture.
· Manage and maintain the President's calendar by scheduling and confirming all appointments, meetings, phone calls and travel.
· Assist the President with the day-to-day activities of the firm and serve as the primary line of communication for keeping the President abreast of employee and client administrative matters. 
· Support the President in effectively allocating employee assignments and resources.
· Set up and oversee administrative policies and procedures; review operating practices and procedures to determine whether improvements need to be made to effectively support the growth of the company. 
· Oversee time and attendance administration to include reviewing time entries, approving timecards, and alerting staff and President to any concerns with time-keeping. 
· Liaise with the Accounting team to ensure accurate handling of accounts receivable, accounts payable, and payroll.
· Oversee vendor management to include recommending vendors, reviewing renewals, reviewing and processing invoices.
· Manage the building lease, contract negotiations, facilities, security, office space and any property management concerns including office furniture and equipment.
· Responsible for the success of, and on-going support of information technology resources for the company; purchase technology equipment and solutions; primary liaison with IT helpdesk vendor
· Perform general office duties, such as ordering supplies, handling in-going and out-going mail, and making bank deposits. 
· Collect, review, and approve employee expense reports.
· Answer phone and direct calls to appropriate parties or take and relay messages.
· Greet and accommodate visitors as needed.
· File and retrieve company documents, records, and reports. 
· Attend meetings to record minutes; compile, transcribe, and distribute minutes of meetings.
· Assist with maintenance of the company’s website and social media sites.
· Make arrangements for the President and team members as requested, such as completing event registrations and coordinating locations/catering for luncheons and other meetings. 
· Answer employee questions regarding policies and procedures.





POSITION QUALIFICATIONS 
Competency Statement(s)
· Accountability - Ability to accept responsibility and account for his/her actions.  
· Communication, Oral - Ability to communicate effectively with others using the spoken word.  
· Communication, Written - Ability to communicate in writing clearly and concisely.  
· Attention to Detail - Requires being careful about detail and thorough in completing work tasks.  
· Honesty / Integrity - Ability to be truthful and be seen as credible in the workplace.  
· Reliability - The trait of being dependable and trustworthy.  
· Organized - Possessing the trait of being organized or following a systematic method of performing a task.  
· Problem Solving - Ability to find a solution for or to deal proactively with work-related problems. 
· Resourcefulness - Finds ways to get over barriers to success and shows persistence in overcoming obstacles
· Analytical Thinking:  Requires analyzing information and using logic to address work-related issues and problems.
· Time Management - Ability to utilize the available time to organize and complete work within given deadlines.  
· Working Under Pressure - Ability to complete assigned tasks under stressful situations.  
· Adaptability -  Ability to adapt to change in the workplace.

SKILLS & ABILITIES

Education:  Associate’s degree in Business or related field or equivalent work experience
Experience:  Minimum 5 years’ experience as an Executive Assistant or Firm Administrator/Manager 
Computer Skills:  Microsoft Office Suite and file management systems; website and social media site maintenance
Other Requirements:  Prior supervisory experience preferred or ability to demonstrate leadership skills with team members who are not direct reports.  Basic knowledge of payroll and exposure to Human Resources related work preferred.
  


PHYSICAL DEMANDS
	N (Not Applicable)
	Activity is not applicable to this position.

	O (Occasionally) 
	Position requires this activity up to 33% of the time (0 - 2.5+ hrs/day)

	F (Frequently)
	Position requires this activity from 33% - 66% of the time (2.5 - 5.5+ hrs/day)

	C (Constantly)
	Position requires this activity more than 66% of the time (5.5+ hrs/day)



	Physical Demands 
	Lift/Carry 

	Stand 
	O
	10 lbs. or less 
	O

	Walk 
	O
	11-20 lbs. 
	O

	Sit 
	C
	21-50 lbs. 
	O

	Handling/Fingering 
	C
	51-100 lbs. 
	N

	Reach Outward 
	F
	Over 100 lbs. 
	N

	Reach Above Shoulder 
	O
	Push/Pull 

	

	Climb 
	N
	12 lbs. or less 
	O

	Crawl
	N
	13-25 lbs. 
	O

	Squat or Kneel 
	O
	26-40 lbs. 
	N

	Bend
	O
	41-100 lbs. 
	N



Other Physical Requirements
· Vision Near – ability to see details at close range (within a few feet of the observer) 
· Sense of Sound – Hear and respond to human voices
· Endurance – ability to work extended hours and handle stress







Approved by:  _______________________________________________     	Date: ____________ 
                                

Employee Acknowledgment: ___________________________________	Date: ____________

The company has reviewed this job description to ensure that essential functions and basic duties have been included. It is intended to provide guidelines for job expectations and the employee's ability to perform the position described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. Additional functions and requirements may be assigned by supervisors as deemed appropriate. This document does not represent a contract of employment, and the company reserves the right to change this job description and/or assign tasks for the employee to perform, as the company may deem appropriate.

Prepared by:   Compass Workforce Solutions, LLC                                        				Date: May 2018

