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Office Manager
Reports to
Mayor
Job Overview
This oversees the day-to-day operations of City Hall. Main duties include answering phone calls, HR duties, FOIA requests, accounts receivable, insurance contact and assisting in onboarding new employees. 
Responsibilities and Duties
· Plan and direct the maintenance, filing, safekeeping, and computerization of all municipal documents.
· Prepare ordinances, resolutions, or proclamations so that they can be executed, recorded, archived, or distributed.
· Maintain and update documents, such as municipal codes or city charters.
· Collects, organizes, and maintains records.
· Ensure compliance with relevant legislation, in association with the mayor.
· Ensure required insurances are in place and is main contact person for insurance.
· Work closely with city treasurer to ensure payments, bills, accounting, and payroll is done accurately and timely. (Accounts Receivable)
· Processing Small Claims and Property Leins.
· Manages safety training and protocols.
· Take care of Worker’s Compensation claims.
· Oversee property and vehicle insurance and claims.
· Cross train with the water department and Treasurer on basic processes.
· Oversite of Water Clerk decisions.
· Keep all HR records current.
· Assist mayor in job interviews.
· Order office supplies.
· Approve PO’s written by department heads / supervisors.


Expectations
· To ensure City Hall is running smoothly and to report any issues and concerns immediately to the mayor.
· Communicate with all areas of city government and offices.
· Collaborate closely with the mayor in all aspects.
Qualifications
· Must have strong grammar, spelling, reading, and writing skills.
· Excellent communication skills.
· Ability to work individually or as a team.
· Exceptional attention to detail.
· Time management and ability to multi-task.
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