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Position Description
Office Manager
Date: August 2010
Role – Purpose and Scope
The role is an Office Manager role within the Finance and Administration team in Medtech NZ Limited.  It reports to the Group Financial Controller and is located in Auckland.

The purpose of the role is to carry out office management for Medtech’s Head Office including evaluation and redesign of office processes to improve efficiencies particularly cost reduction for office purchasing; handling and maintenance of all documentation, switchboard operation, meeting and greeting visitors to Medtech. Involvement with operational HR activities and active contribution/management of the company’s health and safety policy and processes also forms an integral part of the role.  In addition, facilities management and assistance with special projects is required from time to time.
Key Relationships

Reporting
This position reports to the Financial Controller, Medtech Head Office in Auckland, and is shown below:
Salary Range

This position is full time (nominally 40 hours per week) and the salary offered is commensurate with experience.
Key Result Areas

Key Result Areas or KRAs are the main functional tasks of the role on which your performance will be measured or assessed every six months.

1. Office Management
	Key Responsibilities
	Outcome
	Performance Measure

	Analyze internal office processes on an ongoing basis and recommend and implement procedural or policy changes to improve operations, including a review of purchasing/supplies and the secure storage/disposal of records
	Office procedures are routinely assessed and updated; office records are maintained and updated, purchasing inventories and controls are regularly reviewed and costs assessed and reported on
	Office procedures manual, asset inventory, purchasing/costs reports and feedback from Group Financial Controller

	Plan, administer and control office equipment and supplies 
	Office supplies and equipment are in sufficient supply at all times
	Stationery and supplies inventory and feedback from Group Financial Controller

	Liaise and negotiate with contractors/vendors to secure best price contracts for purchasing activities
	Medtech secures best possible pricing on all contracts with vendors; long standing contracts are routinely assessed for cost savings
	Vendor/supplier contracts and feedback from Group Financial Controller

	Operate office equipment such as fax machines, copiers, and phone systems, and use computers for spreadsheet, word processing, database management, and other applications
	Office Manager is a subject matter expert on all office equipment/machinery and is able to advise and train other staff on use; able to troubleshoot minor equipment malfunctions/problems
	Repair/maintenance call out records and feedback from Group Financial Controller

	Set up and maintain paper and electronic filing systems for records, correspondence, and other confidential material
	Filing is systematically and routinely carried out; confidential and sensitive documents are securely stored
	Review of filing system, process and procedures

	Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals
	Callers to Medtech are greeted in a professional manner and calls a redirected to staff as appropriate
	Envisage report and feedback from Group Financial Controller

	Greet visitors and callers to , handle their inquiries, and direct them to the appropriate persons according to their needs
	Visitors to Medtech offices are greeted professionally, visitor register is filled in and visitors redirected to appropriate meeting room and/or staff
	Visitor register, feedback from Executive Office and Group Financial Controller
Cont…/



	Open, read, route, and distribute incoming mail and other material and answer routine letters where required
	Mail is opened, logged as appropriate and distributed in a timely fashion, responses are to correspondence are professionally prepared according to company guidelines
	Feedback from Executive office, review of correspondence

	
	
	


2. Facilities management
	Key Responsibilities
	Outcome
	Performance Measure

	Monitor the building premises to ensure that it remains safe, secure, and well-maintained
	Security issues are identified and resolved in a timely fashion
	Security and maintenance records

	Oversee facilities maintenance and repair of machinery, equipment, and electrical and mechanical systems
	Medtech House is well maintained and repairs/maintenance are carried out as required
	Maintenance and repair records, feedback from Group Financial Controller and Executive Office

	Oversee construction and renovation projects to improve efficiency and to ensure that facilities meet environmental, health, and security standards, and comply with government regulations
	Renovation/construction projects are well managed and maintained within agreed timeline and budget; renovation works are carried out in accordance with all local authority and government regulations
	Project plan and feedback from Group Financial Controller and Chief Executive

	Maintain records of usage activity, maintenance costs and tenant policies
	Tenant records are accurately maintained and filed
	Tenant records/documentation

	Meet with tenants as required in respect of terms of occupancy and issues/problems they may have
	Tenants are liaised with and issues/problems are resolved satisfactorily
	Feedback from tenants and Group Financial Controller

	
	
	


3. HR and Health and Safety
	Key Responsibilities
	Outcome
	Performance Measure

	Assist with processing and review of employment applications to evaluate qualifications or eligibility of applicants; carry out administrative tasks with application management
	Job applicants are well managed and informed of the status of their applications in a timely fashion
	Recruitment documentation and feedback from HR

	Inspect and evaluate workplace environments, equipment, and practices, in order to ensure compliance with safety standards and government regulations
	Medtech office premises are regularly reviewed and assessed for potential hazards
	Health and Safety audit report, accident and hazard registers
Cont…/

	Provide new-employee health and safety orientations, conduct safety training and education programs, and demonstrate the use of safety equipment
	New employees are inducted in accordance with company health and safety policy; staff are updated/educated on health and safety matters as necessary
	New employee induction records, health and safety audit

	Recommend measures to help protect workers from potentially hazardous work methods and/or processes
	Regular health and safety audits are carried out, potential hazards and/or work processes/methods are identified and remedies proposed
	Health and Safety audit records

	Maintain company health and safety records
	Accident and Hazard registers are accurate and updated in a timely fashion
	Accident and Hazard register review

	
	
	


2. Projects or other duties
Objective – To carry out other administrative tasks or duties which may reasonably be required by the Financial Controller or Chief Executive from time to time in the course of Medtech’s business and which fit the role’s purpose as stated and for which the position holder is qualified or has received adequate training or instruction.

3. Personal Health and safety

Objective: To ensure a safe and healthy working and learning environment is maintained at all times.
	Key Responsibilities
	Outcome
	Performance Measure

	Observe all Medtech Group’s safe work policies and procedures, and report hazards or accidents via health and safety registers as appropriate

	Is familiar with health and safety policy of Medtech.  Understands hazard identification and accident reporting protocols
	Health and safety records, hazard and accident registers

	Take responsibility for your own health and safety and ensure no

action or inaction on your own part harms others in the workplace.


	Acts responsibly and follows Company policy and procedures for health and safety.
	Accident/incident register and hazard register.

	
	
	


Person Specification
Part of what makes Medtech as successful as it is, are the highly motivated people who work here. An inspiration to your colleagues, you are a motivated professional with a proven record of success in office management.  With a committed motivation to getting things done, you always place Medtech’s customers at the centre of everything you do.

Technical or Professional Knowledge and Experience
A minimum of 5+ years in an office management role or similar is required, along with demonstrable knowledge of business and management principles. Previous experience in the development and implementation of administrative and clerical procedures for office systems including managing files and records, development/maintenance of asset inventories, and purchasing controls is essential.  
Familiarity with the Microsoft Office suite of products, CRM systems (Envisage and/or Act) and accounting programs preferably Navision is essential. 
Knowledge of relevant equipment, policies, procedures, and strategies to promote effective health and safety policies and a first aid qualification would be well regarded.
A tertiary qualification in accounting, management/commerce or human resources is desirable.

Skills and Abilities
These are the abilities, attributes and personal characteristics that the staff member will need to consistently display in order to achieve their Key Result Areas (KRAs) [that is, to do the job effectively]. These behaviours describe how someone does the job, whilst KRAs describe what is to be done. 
Oral Comprehension — The ability to listen to and understand information and ideas presented through spoken words and sentences.
Reading Comprehension — Understanding written sentences and paragraphs in work related documents.
Time Management — Managing one's own time and the time of others.
Active Learning — Understanding the implications of new information for both current and future problem-solving and decision-making.
Information Ordering — The ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations).
Deductive Reasoning — The ability to apply general rules to specific problems to produce answers that make sense.
Oral Expression — The ability to communicate information and ideas in speaking so others will understand.
Problem Sensitivity — The ability to tell when something is wrong or is likely to go wrong. It does not involve solving the problem, only recognizing there is a problem.
Service Orientation — Actively looking for ways to help people.
Human Resources
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