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Position Title: Office Manager
Manager’s Position: Assistant Administrator

	Result Statement

	This position is accountable for producing the following result:
To retain long-term, quality clients for the company through the effective management of the front office staff in achieving the company’s Strategic Objective by implementing and innovating all systems related to the Office.



	Reporting Position(s)

	These positions report directly to me and are accountable for producing the indicated result(s):

	Position: Resident Service Liaison
Result: To support the effective operation of the company and the acquisition and retention of clients by communicating with all people who contact the company, in accordance with our positioning strategy, through orchestrated communications systems.
	Position: Concierge
Result: To support the effective operation of the company and the acquisition and retention of clients by communicating with all people who contact the company, in accordance with our positioning strategy, through orchestrated communications systems.

	Position: 
Result:  
	Position: 
Result: 



Managerial Position Contract for:      
Position Title:  Office Manager
	Work Listing

	Strategic Work

	1. Using E-Myth principles and systems, lead the community in business attention through all three phases of development.
2. Participate in KSI Reviews
3. Become an E-Myth Mentor
4. Update Position Agreements.
5. Execute position agreements and new hire paperwork for direct reports.
6. Engage in regular Employee Development Meetings with employees to evaluate the performance of employees.
7. Recruit, hire, discipline and train your direct reports.
8. Approve all direct report work schedules.  
9. Provide staff with information, advice and support related to their functions.
10. Train direct reports including state mandated laws, rules and regulations.
11. Orient new employees to the community, Residents, Policies and Procedures, Safety Plans and Fire Drills. 
12. Orient direct report Staff on job descriptions. 
13. Instruct office staff on new policies or procedures.
14. Have knowledge of governing regulations and provide support to staff.
15. Set the standard with personal performance, grooming, language, and discipline 
16. Schedule office coverage.
17. Supervise office activities.
18. Attend supervisor stand-up meetings
19. Attend staff meetings
20. 



	Work Listing

	Tactical Work

	1. Handle resident problems and complaints that escalate from direct reports.
2. Relay messages
3. Record emergencies or resident change information in Resident and Incident Log Book.
4. Know emergency procedures and duties during emergencies.
5. Account for residents during emergencies and fire alarms.
6. Answer incoming calls.
7. Open office mail, distribute as appropriate.
8. Inform Administrator in a timely manner of any concerns about residents or employees.
9. Carry out all responsibilities of Resident Service Liaison as needed.
10. Purchase office supplies.
11. Maintain filing system in order.
12. Keep report of census current and accurate.
13. Assemble files for in-house doctor.
14. Maintain Apartment Maintenance Log Book.
15. Maintain archived resident and employee files.
16. Interact with care staff on health and care of residents
17. Interact with leasing counselors on new move-ins
18. Obtain first aid, CPR, TB test and food handler’s permit and certification.

 



Managerial Position Contract for:      
Position Title:  Office Manager
	Standards

	List quantity, quality, and behavior standards for which this position is accountable. Do not include those that belong on a system action plan.

	Position Specific

	1. Attend stand-up meeting daily
2. Attend staff meetings monthly
3. Attend quality assurance meetings quarterly
4. Capable of carrying office supplies and equpment up to 40 pounds.
5. Outgoing correspondence will be typed, not handwritten.
6. Employee will have a courteous, helpful telephone manner and enjoy working with elderly people
7. 




	Standards

	Companywide

	1. All work will be performed in accordance with all government laws, regulations, ordinances and court rulings in those jurisdictions in which the company operates.
2. All routine work systems will be documented in an operations manual.  The information included in eh operations manual is proprietary.
3. All work will be performed according to company policies and standards inherent in all position agreements, system action plans, employee handbook, operations manual, ongoing policy memoranda and dress codes.
4. Client and company information will be held as strictly confidential outside the company.
5. Client health information will be held as strictly confidential.
6. All telephone calls, both internal and external, will be returned within one business day and within two hours whenever possible.
7. Manager will be notified in an exception report of any issues to be resolved or deadlines that cannot be met by reporting person, prior to the due date.
8. In coordination with RLG, all innovation will be quantified, tested and improved, then documented for routine implementation (i.e. well orchestrated once proven).
9. Problems with any system must be brought to the attention of manager in an exception report so the system can be improved, within the structure of the operations manual.
10. Employees are encouraged to recommend ideas for the improvement of their department and position that are consistent with the company’s Strategic Objective.
11. All policy memoranda indicating changes in policy and / or procedure will be stored in each employee’s operations manual, until the time an updated procedure is provided.
12. Employees will provide staff assistance as requested; each employee may be asked from time to time to cover other areas of accountability and / or departments.
13. All business communications, whether verbal, visual or written, whether for internal or external use, will be professional in tone and content and in accordance with applicable and existing company policies an standards.
14. Employees will respect each other’s time, space and need for concentration.  Socializing and interruptions must not impede workflow.
15. Employees will have regularly scheduled meetings with their managers.
16. Employees will be honest was they deal with everyone they come in contact with at work.
17. Employees will communicate with others in a respectful tone that is audible to the person(s) with whom he or she is speaking.
18. Employees will use positive, uplifting language and never use profane, vulgar or crude language.
19. Employees will exhibit a positive attitude toward and about their co-workers, supervisors, residents, guests, vendors and others whit whom they come in contact.
20. Employees will be punctual in clock-in and out for their assigned shifts as well as breaks. 
21. All emails will contain a RLG approved signature.



Managerial Position Contract for:      
Position Title: Office Manager
	Signatures

	
Statement of the Position Holder: 
I accept the accountabilities of this position and agree to produce the results, perform the work, and meet the standards set forth in this position contract. 

[bookmark: Text2]     						     
Date						Signature

						     
						Printed/Typed Name

Statement of the Position Holder’s Manager:
I agree to provide a working environment, necessary resources, and appropriate training to enable the accountabilities of this position (results, work, standards) to be accomplished.

     						     
Date						Signature

						     
						Printed/Typed Name
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