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BASIC FUNCTION:

Supports company operations by maintaining office systems and supervising staff.  Responsible for all linen, fountain and unique event rental inquiries, making the sale and seeing the sale through completion.  Coordinate and process payroll, accounts receivables and account payables.  Manage, schedule and confirm reservations for Fox River Tours.
DUTIES AND RESPONSIBILITIES:

1. Responsible for all Accounting functions including:

a. Process and Prepare accounts payable payments and check requests.  Process and prepare payments and check requests.  Match vendor invoices to check stubs and files accordingly.  Reconcile bank and credit card statements. 

b. Prepare, process and distribute all client invoices.  
c. Prepare payroll for 3rd party for calculation.  
d. Enter data for all financial reports and distribute reports to president as needed.
2. Maintains Office Coordinator and Assistant job results by coaching, counseling and disciplining employees; planning, monitoring and appraising job results.

3. Oversee all office related operations including: organization in front and back of house, maintain office efficiency by effective office systems, supply and equipment inventory.
4. Manage, schedule and confirm reservations for Fox River Tours.  Maintain regular business hours to answer calls and respond to inquiries and follow up appropriately.  

a. Schedule and make arrangements for private and group boat tours. Serve as primary contact for the vessel’s layout, food and beverage service, required staffing, vendor arrangements and client questions Ensure excellent customer service and guest comfort. 
b. Process all contracts, invoices, payments and event orders.  

c. Distribute all required communications to clients prior to and after tour.  
5. Manage fountain rental inquiries and sales including but not limited to:  

a. Process all work agreements, following up for payment, confirming details with venue and client.

b. Order all fountain supplies including skewers, chocolate, oil, etc.

c. Serve as back up fountain attendant for rentals.
6. Manage linen inquiries and sales including but not limited to:

a. Update and refresh linens at Fox Cities Party Rental and A-mazing Event’s show room quarterly.

b. Develop estimates for linen inquiries along with following up with potential clients.

c. Place all linen orders with appropriate suppliers and adhere to all change order deadlines.
d. Receive all linen orders.  Check for correct quantities and sizes.  Repack for client.

7. Manage unique event rental inquiries and sales including but not limited to:

a. Develop estimates for unique event rental inquiries along with following up with potential clients.

b. Schedule pick-ups and/or deliveries with client.

c. Provide Office coordinator order details in timely fashion for load up.  

d. Secure delivery personnel and provide all necessary information and paperwork. 
8. Oversee all IT related functions including:

a. Maintain a system for tracking all equipment, passwords, software, etc for all users.  

b. Purchase all new equipment

c. Coordinate with 3rd party IT provider for all service needs.

9. Assist with event set ups and event staffing on an as needed basis.
10. Coordinate and manage temp staff for office related tasks and event needs including all communications.

11. Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.
SUMMARY OF SKILLS, KNOWLEDGE, AND ABILITIES:
1. Follow detailed procedures and ensure accuracy in documentation and data.

2. Ability to clearly present information through verbal and written communications; talk with customers and suppliers; listen well.

3. Able to demonstrate a high level of service delivery; do what is necessary to ensure customer satisfaction; deal with service failures and prioritize customer needs.

4. Anticipate and proactively solve problems. 

5. Ability to remain open-minded and change opinions on the basis of new information; perform a wide variety of tasks and change focus quickly as demands change; manage transitions effectively from task to task; adapt to varying customer needs.  

6. Ability to manage multiple projects; determine project urgency; create detailed action plans to organize schedule.  

7. Ability to maintain high standards despite pressing deadlines; establish high standards and measures; do work right the first time and inspect material for flaws; test new methods thoroughly.

8. Ability to work under pressure, work well with others, and be willing to do extra tasks as assigned. 

9. Ability to network with people in a confident and professional manner.  

10. Ability to accurately type a minimum of 50 wpm.  Ability to operate a calculator, fax machine, copier.

11. Knowledge of computers and experience in Microsoft Word, Excel, Powerpoint, Outlook and Publisher.  
12. Manage multiple projects concurrently maintaining a command of details, timelines and next steps. 
PHYSICAL AND MENTAL REQUIREMENTS:

1. To accomplish the essential functions of this position, one must be physically able to operate a computer, calculator, telephone switchboard, and general office equipment.

2. The mental requirements of the position demand that an incumbent be able to work with confidential data, meet deadline pressure, and work quickly, accurately, and consistently with mathematical/accounting type data.

3. The physical activity of the position includes talking, reaching, fingering, repetitive motions, and hearing.

4. The physical requirement of the position can be classified as sedentary work.

5. The length of day required for the position is classified as regular.

6. The position is not substantially exposed to adverse environmental conditions.

7. The visual acuity requirements of the position are typical of those who work deals largely in a clerical or administrative capacity.

DIMENSIONS:

Number of employees supervised: 2+
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