Office Manager, in general, is responsible for smooth and efficient running of office. It is his responsibilities to take care of all the administrative tasks which are required hassle free operation of work. When all administrative works are taken care of, it makes easy for non administrative staff to work on core operations. An Office Manager is expected to be sharp and efficient enough to pin point and remove all the bottle necks in organization work structure. Though role of office manager is different in different offices, by and large it is his desk where buck stops. In the end it is job to rectify all grievances of the staff and make the work place safe and work friendly. An organization consists of many departments like HR, Finance, Operations and Marketing . These organizations need many resources and also they constantly need to interact with each other. Any delay in providing of resources or information can lead to loss in business. An Office Manager has to make sure that they get what they want; it can be stationery, paper work, files, records or any form of information.

Office Manager CV is helpful for all people who want to work in administrative department of the companies as Office Manager.

Office Manager CV Template
Elisa Itow

917, St Peter Street

Bowling Green,

Iowa,

The United States of America

elisa.itow@gmail.com

Mobile No: +1 791 98 35 43 6

Telephone Number: + 1 270 320 4339

Career Objective: I am looking for job as Office Manager in a fast paced organization where I can utilize my office management skills for growth of company.

Professional Experience:
2008 – 2009: PowerSoft Analytics, California
I have worked as office manager in PowerSoft Analytics, California. I was responsible for day to day administration of office. It was my responsibility to provide all requisite stationery and other kinds of resources to all departments. Sometimes I also had to support HR for administration works. I also looked after Housekeeping team.

2006-2007: DLF IT Company, Arizona
I worked as a Junior Executive in the administration department. I helped Administration Manager in managing day to day business.

Qualifications:
2002 – 2004: Bachelor of Science in Administration, Hult International Business School

2005 – 2006: Master of Science in Administration, Arizona International Business School, Arizona

Achievement:
As an Office Manager I implemented many processes that made work flow fast and cut the cost in long term.

Hobbies:
· Soccer

· Quiz

Reference:
I will provide on request.

