
Coordinating office activities and operations to secure efficiency and compliance to company
policies. Supervising administrative staff and dividing responsibilities to ensure performance.

Keep stock of office supplies and place orders when necessary.

O f f i c e  A d m i n i s t r a t o r

O f f i c e  A d m i n i s t r a t o r  D U T I E S
A N D  R E S P O N S I B I L I T I E S :

Welcoming vis i tors and direct ing them to the relevant of f ice/personnel

Coordinate of f ice act iv i t ies and operat ions to secure ef f ic iency and

compl iance to company pol ic ies

Coordinat ing and managing appointments,  meet ings,  and the conference

room schedule in order to prevent dupl icate bookings.

Supervise administrat ive staf f  and div ide responsibi l i t ies to ensure

performance

Manage agendas/travel  arrangements/appointments etc.  for  the upper

management

Manage phone cal ls and correspondence (e-mai l ,  let ters,  packages etc.)

Maintaining general  of f ice f i les,  including job f i les,  vendor f i les,  and other

f i les related to the company’s operat ions

Support  budget ing and bookkeeping procedures

Create and update records and databases with personnel ,  f inancial  and other

data

Track stocks of  of f ice suppl ies and place orders when necessary

Submit  t imely reports and prepare presentat ions/proposals as assigned

Overseeing the maintenance of  of f ice faci l i t ies,  and equipment

Assist  col leagues whenever necessary


