MT. WEST RETIREMENT CORP.

JOB DESCRIPTION

JOB TITLE:  Office Manager

REPORTS TO:  Administrator 

JOB SUMMARY:  The Office Manager is responsible for performing tasks needed to manage the front office, conducting facility tours, assisting the Administrator in all aspects of operations, including marketing and working with resident and employee guest relations as delegated by the Administrator.  This individual must be organized and very detail oriented.  Must be able to multi-task amidst distractions and be able to start and stop tasks as needed to ensure resident and guest service is delivered.  The Office Manager works closely with the Administrator to communicate necessary information to residents, staff and guests of the facility in an effective manner.

DUTIES AND RESPONSIBILITIES:

· Works with Administrator to ensure coordination of resident move-in’s (Move-in Paperwork), move outs (Move-out Checklist) and day-to-day administration needs of residents are met.

· Give facility tours, complete marketing reports as directed by administrator, update waiting lists and resident roster, assemble brochures and reorder when needed.

· Assist in the collection and recording of resident expenses.

· Complete and send resident expenses to the corporate office for billing and record keeping in coordination with the Administrator.

· Receipt security deposits and assessment fees.

· Assemble personnel files.

· Assemble resident administrative files.

· Update Daily Census report each day.

· Prepare staff payroll to send to corporate office.

· Coordinate resident service maintenance requests.

· Assist residents to fill out rent checks when requested.

· Assist Administrator to develop annual administrative budget.

· Perform other duties as specified buy Administrator.

· Responsible for update and organization of inquiry callbacks.

· Responsible for facility mailing lists, to include, but not limited to, in-house, family member, community referral sources.

· Assist with development and follow through on marketing pieces as directed by the Administrator, as recommended by the Director of Corporate Marketing.

· Assist with coordination of in-house events.

· Communicated daily with Administrator regarding new, pending, tours, and hot leads.

· Responsible for coordination of Model Room readiness.

QUALIFICATIONS/SPECIFICATIONS

· A genuine concern for the elderly.

· Capable of making mature judgments.

· Good physical and mental health.

· Well groomed.

· Telephone answering skills.

· Basic accounting/bookkeeping skills.

· Interpersonal relationship skills.

· Oral and written communication skills.

· Dependable.

· Strong computer skills (Microsoft Windows 98 and Excel).

EDUCATION:
High school diploma minimal

EXPERIENCE:
Prefer previous work with the elderly, previous bookkeeping/accounting experience, and experience with computers (Excel and Microsoft Windows 98 Program).

REFERENCES:
Demonstration of successful experience.

PHYSICAL REQUIREMENTS OF THE JOB

For Administrator/Assistant Administrator/Office Manager/Receptionist/Marketing Personnel/Activity Director
Sit

Sit frequently and for up to, and at times exceeding one hour, but punctuated by 


frequent arising from the chair to stand.
Stand

Stand frequently, punctuated by opportunity to sit at varying intervals.

Walk

Walk level surfaces frequently, but rarely exceeding 150 feet at any one time.



Constantly          Frequent           Occasional           Rarely

Lift

     <5#

       <10#
         >20#
          >50#

Carry

     <5#

       <10#
         >20#
          >50#

Push/Pull
     <5#

       <10#
         >20#
          >50#

Climb

Walk stairs on a frequent basis, with opportunity to utilize elevator 
as alternate 


resource.

Bend

Bends at waist, knees, hips and spine on a frequent basis while filing paperwork 


or reaching for items usually <10#.

Squat

Performs squats on an occasional basis to reach below knee to file paperwork or 


reach items usually <10#.

Twist

Performs a twist or rotation constantly at the trunk, hips, knees and neck while 


reaching for items <5#-10#.

Reach

Reaches on a constant basis while sorting and filing. May occasionally reach 


overhead and below waist when filing or sorting paperwork or light weight items 


of <10#.

Hand 

Constant requirement for hand dexterity for typing, telephone usage, paperwork

Dexterity 
sorting and arranging.

Sensory

   Vision
Must be able to read clearly with or without corrective lenses.

   Hearing
Must be able to hear telephone, audible alarms, bells, and signals related to 


resident safety with or without hearing devices. 

Speech/
Must have strong command of the English language sufficient to read and write

Language
and interpret medical and administrative information.

I have received a copy of the above description and acknowledge that I have read and understand it. I acknowledge that I’m capable of performing the described tasks.

_________________________________________________
_______________________

Employee Signature






Date
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