
 

 

 

 

 

Office Manager 
The Office Manager’s job is to ensure effective and efficient coordination 

of all administrative processing. This includes supervision of reception staff, 

shipping staff, and administrative assistants, reception, shipping, inventory 

input and controls, accounts payable, accounts receivable, and 

administrative support.  

 

Shift Schedule - 8 AM to 5 PM CST  
 

Accountabilities: 
Primary responsibilities will include: 

 Administrative Support: generating sales reports, production reports,  

invoices, audits, credit and demo memos, AP support, and  

customer interaction 

 Generates profitability, receiving, inventory adjustment, and 

dunnage use reports daily to verify accuracy  

 Drops mail at the mailbox and ensures adequate postage available 

 Inventory Maintenance: Ensures accurate inventory of rough green, 

dry, and finished lumber through weekly, monthly, and Tri-annual 

inventory counts 

 Shipping: Reviews printed orders for outgoing load paperwork 

according to schedule. 

 Communicates with sales group on shipping paperwork questions or 

errors. 

 Answers incoming phone calls/emails in a timely fashion as needed  

 Elevates performance of certain vendors contracting with the plant 

 

Qualifications: 
 High School Diploma or equivalent required 

 Previous Office Management is required  

 Climb and descend a flight of stairs several times a day  

 Walk, stand or sit up to 10 hours per day 

 Bend and lift up to 50 lbs.  

 Proficiency in Microsoft Word, Excel, and other related programs 


