Business / Office Manager
A. Website Careers Page Template

Business / Office Manager
<Company Name> | <Location>

<Company Name> is seeking a highly organized Business / Office Manager to help keep
the administrative side of the business running smoothly and professionally.

This role supports daily office operations, internal coordination, reporting, paperwork,
communication, and process follow-through. The right person is dependable, detail-
strong, proactive, and able to keep multiple moving parts organized.

The role rewards individuals who can create structure, manage details without losing
perspective, and keep the business organized, responsive, and on track.

What you’ll do
e Oversee daily office administration
e Support billing, reporting, and internal coordination
¢ Help maintain organized systems and records

¢ Improve workflow and administrative efficiency
e Support leadership and cross-functional operations

What we’re looking for
o Office management or business administration experience
e Strong organization and communication skills
o Ability to manage multiple priorities

e High level of professionalism and follow-through

<Insert culture, leadership access, benefits, and schedule.>
B. Linkedln Template

Business / Office Manager | <Company Name> | <Location>

We’re hiring a Business / Office Manager to help bring structure, organization, and follow-
through to the daily administrative operations of <Company Name>.



This role is ideal for someone who thrives on keeping things organized, solving problems,
and helping a business run more smoothly.

You’ll support office workflow, reporting, communication, coordination, and business
operations in a role that touches many parts of the company.

<Insert culture statement and why this role matters.>

C. Indeed Template

Business / Office Manager
<Company Name>
<Location>

<Company Name> is seeking a Business / Office Manager to oversee office
administration and support daily business operations.

Responsibilities

¢ Manage office workflow and administrative coordination

e Supportreporting, documentation, and internal communication
¢ Maintain organized systems and records

e Assist leadership with business operations support

¢ Help improve efficiency and follow-through across the office

Qualifications
o Office management or administrative leadership experience
e Strong communication and organization skills
¢ Detail orientation and professionalism

¢ Ability to manage multiple priorities

<Insert software requirements, benefits, and hours.>



