
 Office Manager 

 Job Descrip�on:  An employee in this posi�on provides  office coordina�on and logis�cal support for Library 
 opera�ons such as program assistance, preparing and maintaining files and records, performing rou�ne 
 bookkeeping func�ons, shipping and receiving, and related work as apparent or assigned.  Work involves 
 frequent public contact and is performed in accordance with Fontana Regional Library (FRL) policies, 
 guidelines, and procedures. Work may involve driving a library vehicle. Work may be performed at the 
 county library under the supervision of the Librarian or at the regional headquarters under supervision of 
 the Regional Director. 

 Job Du�es 
 Job descrip�ons are intended to present a descrip�ve list of the range of du�es performed by employees in 
 the job. Descrip�ons are not intended to reflect all du�es performed within the job.  Any one posi�on may 
 not include all listed du�es. 

 1.  Answers general to complex informa�on queries and complaints in person, by phone, and electronically. 
 2.  Maintains confiden�ality and privacy of protected informa�on. 
 3.  Acts as facili�es manager. 
 4.  Responsible for controlling access to and distribu�on of office keys and security access devices. 
 5.  Performs clerical tasks including word processing, data entry, filing, and office mail processing. 
 6.  Prepares reports and sta�s�cs. 
 7.  Generates correspondence, memos, and other relevant materials. 
 8.  Processes invoices and prepares bills and suppor�ng documents for payment. 
 9.  Reviews and distributes accounts payable and payroll checks, vouchers and suppor�ng documents. 
 10.  Maintains accurate and up-to-date ledgers. 
 11.  Reviews financial statements. 
 12.  Assists Librarian with monitoring monthly expenditures. 
 13.  Processes daily receipts and deposit all monies received. 
 14.  Manages pe�y cash funds. 
 15.  Coordinates a variety of mee�ngs and events, no�fying par�cipants of �me and place, and distribu�ng 

 informa�onal materials as necessary. 
 16.  Coordinates use of library resources and mee�ng rooms. 
 17.  Coordinates regional courier ac�vi�es. 
 18.  Responsible for shipping and receiving, including resource sharing with NC-Cardinal members. 
 19.  Maintains work calendar/schedules and emergency data forms. 
 20.  May coordinate work of staff, volunteers, and community services workers. 
 21.  Assists with new-hire orienta�ons, on-boarding, and termina�ons. 
 22.  Responsible for inventory control and ordering supplies and equipment. 
 23.  Orders library materials for special collec�ons and grant-funded programs. 
 24.  Coordinates annual periodical subscrip�ons and renewals. 
 25.  Keeps the repair and maintenance records on equipment and vehicles current, and schedules 

 maintenance as needed. 
 26.  Performs minor repairs to equipment. 
 27.  Coordinates use of library vehicles. 
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 28.  Supervises and directs the ac�vi�es of headquarters cataloging and temporary staff including employee 
 selec�on, work assignment, performance evalua�on, employee development, disciplinary ac�on, and 
 complaint resolu�on in accordance with Fontana Regional Library personnel policy. 

 29.  May provide circula�on assistance to patrons. 
 30.  May assist with planning, delivery, and promo�on of programs, ac�vi�es, and displays. 
 31.  May perform opening and closing procedures. 
 32.  Supports organiza�onal goals and objec�ves by par�cipa�ng in library system and community 

 collabora�ons. 
 33.  May be required to perform work assignments concurrently. 
 34.  Responsible for maintaining a safe and secure working environment. 
 35.  Evening and weekend work required. 
 36.  Some travel required. 

 Qualifica�ons 
 The qualifica�ons listed below are representa�ve of the competencies and training required to perform this 
 job successfully. 

 Knowledge, Skills, and Abili�es: 
 1.  Thorough knowledge of office prac�ces and procedures. 
 2.  Thorough knowledge of records maintenance techniques. 
 3.  Knowledge of highway safety and vehicle performance. 
 4.  Familiarity with library principles and prac�ces. 
 5.  Familiarity with library circula�on, catalog, and Dewey Decimal Classifica�on systems. 
 6.  Ability to plan and organize work, and handle interrup�ons. 
 7.  Ability to accurately count money. 
 8.  Ability to give a�en�on to detail. 
 9.  Ability to effec�vely communicate orally and in wri�ng. 
 10.  Ability to effec�vely work with diverse popula�ons. 
 11.  Possess good interpersonal skills including tact, courtesy, and discre�on. 
 12.  Ability to take direc�on. 
 13.  Ability to use good judgment. 
 14.  Ability to work as a member of a team. 
 15.  Ability to work independently and exercise ini�a�ve. 
 16.  Ability to work well under pressure. 
 17.  Ability to use a variety of library equipment and technology. 
 18.  Ability to effec�vely use various computer applica�ons. 
 19.  Possess a current driver’s license valid in the State of North Carolina. 

 Educa�on and Experience: 
 1.  Associate’s Degree or equivalent experience required. 
 2.  Bachelor’s Degree preferred. 
 3.  Three years of relevant office experience required. 
 4.  One year of customer service experience required. 
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 5.  One year of financial record keeping experience required. 
 6.  One year of library experience preferred. 

 Physical and Environmental Condi�ons 
 These condi�ons are representa�ve of those that must be met by an employee to successfully perform the 
 func�ons of this job. Reasonable accommoda�ons may be made to enable individuals with disabili�es to 
 perform the job func�ons. 

 1.  Work requires physical effort in the handling of materials, boxes, tools, book trucks, or equipment up to 
 thirty pounds in non-strenuous work posi�ons. 

 2.  Work requires normal range of human posi�ons and movement including standing, walking, climbing, 
 balancing, stooping, kneeling, crouching, crawling, reaching, stretching, li�ing, pulling, pushing, and 
 si�ng. 

 3.  Work requires good hand dexterity and coordina�on for computer and other related du�es. 
 4.  Work requires clarity of speech, hearing, and vision to enable the employee to communicate effec�vely 

 with coworkers and the public. 
 5.  Work environment involves everyday risks or discomforts that require normal safety precau�ons. 
 6.  Must occasionally deal with unruly or poten�ally dangerous individuals in library facili�es. 
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