OFFICE MANAGER

We are seeking a reliable, detail-driven Office Manager to support daily operations in our
manufacturing facility. This position is ideal for someone who can balance administrative
responsibilities with the fast-paced needs of a production business.

Key Responsibilities

o Oversee day-to-day office operations, scheduling, and internal communication

o Maintain records for sales, shipping and receiving, inventory, and compliance

J Coordinate with freight carriers and customers

J Assist with order processing, invoicing, and basic bookkeeping

o Prepare and organize documentation related to manufacturing, quality control, and
regulatory compliance

o Track inventory levels and support purchasing of materials, packaging, and supplies

o Support management with reports and project follow-through

° Keep the office organized, efficient, and alighed with production needs

Qualifications

J Experience in office management, preferably in a manufacturing or industrial setting
o Strong organizational and multitasking skills

o Proficiency with Microsoft Office (Excel, Word, Outlook)

o Comfortable working with production documents, purchase orders, and inventory
systems

o Clear, professional communication skills

o Ability to handle confidential information and work independently

o Strong attention to detail and follow-through

What We Offer

o Competitive pay based on experience

° 401 K and profit sharing

° A stable small business work environment

o Opportunities to improve processes and contribute to operational efficiency

o The chance to be a key part of a growing manufacturing operation

If you’re dependable, organized, and ready to take ownership of office operationsin a
manufacturing setting, we’d like to hear from you. Please submit your resume and a brief
introduction.



