

JOB DESCRIPTION
	Program
	Child Health Program, Central Region, Malawi

	Job Title
	Office Manager

	Reports To
	Logistician

	Location
	Office

	Subordinates
	Cleaner
Head of Security Department

	Responsibilities
	· Keep the keys for the office and stores.
· Ensure all support procedures are implemented at the office and work with the Program Manager and Logistician to conduct weekly and quarterly audits.
· Ensure the forms required to follow the procedures are always available.
· Manage all cleaning, security and maintenance for the office, including overseeing the cleaning and security schedules and conducting spot checks on these tasks.
· File all administrative reports and records, including tax, insurance, security reports, stores reports, etc.
· Photocopy, print and scan documents, and download and check photographs for both the technical and support teams.
· Type up new documents, letters and forms on the computer.
· Assist the Program Manager with monthly accounting and financial controls, including verification of receipts and preparing the accounting package.
· Assist the Logistician with sorting and organizing receipts and records for the Logistician’s cash box.
· Assist the Logistician to prepare a monthly budget for support activities, ensuring that all proposed spending is reasonable.
· Collect quotes and negotiate on the price of items in the support budget to ensure costs are minimized.
· Supervise any contractors at the office, such as builders, carpenters, electricians, etc. to ensure the quality of their work is high.
· Control the use of the solar panels and inverter to ensure they are not overloaded and take devices to the electrified charging room when necessary.
· Control all items coming in and out of the stores.
· [bookmark: _GoBack]Update the store registry and ensure files are kept in good condition and in alphabetical order.
· Manage the fuel stores, including recording the fuel going in and out and weekly auditing.
· Ensure the stores are kept tidy and goods are not damaged.
· Prepare monthly stores reports.
· Conduct regular inventories of stores and office equipment.
· Prepare orders and deliveries of items.
· Any other tasks requested by the line manager.
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