Office Manager
Remy Moose Manley, LLP, a law firm specializing in land use and environmental law, is
seeking a full-time Office Manager. The successful candidate will be a self-starter who takes
initiative, has the ability to manage support staff, can manage multiple projects concurrently, is
well-organized, detail-oriented, and is able to communicate confidently and professionally.
Key Contributions


















Maintain a big picture view of the firm’s day-to-day operations and implement
improvements to workflow, procedures, and use of resources;
Manage day-today operations of the office and duties associated with running an efficient
and professional office;
Manage outsourced services such as benefits, and technology support;
Work in tandem with and manage the outsourced team on client billing, accounts
payable, and accounts receivable;
Oversee the outsourced team on payroll, leave time tracking, and 401(k) retirement plan;
Manage open enrollment and benefits;
Train staff regarding firm procedures and information systems.
Handle the recruiting, interviewing, and onboarding of new hires;
Manage all administrative functions including, but not limited to continuing education
and facilitating firm events;
Facilitate technical support as needed and manage IT projects;
Prepare the Firm’s budget;
Prepare Monthly Reports and manage partner distribution transactions;
Consult with outside accountants for audits, preparation of tax returns, and the production
of other reports as required by law;
Handle the negotiation of contract and insurance renewals;
Oversee the law library, attorney memberships, and marketing transactions;
Assist with human resource management as needed;
Perform other related duties as assigned.

Supervisory Responsibilities



Supervise and counsel support staff;
Handle performance management including discipline and termination of non-attorney
employees as needed and in accordance with company policy.

Qualifications
Required Skills/Abilities:
•
•
•
•

Excellent problem solving, interpersonal, and written/verbal communication skills.
Ability to supervise, mentor, and train staff.
Ability to manage outsourced vendors.
Detail-oriented and professional.

• Advanced understanding of office management practices including knowledge of
accounting procedures and information systems.
• Ability to organize and prioritize tasks, delegating when appropriate.
• Extremely proficient in Microsoft Office Suite or other similar software program.
• Ability to maintain confidential records.
Education and Experience
•
•
•

Bachelor’s degree in Human Resources, Business Administration, or Finance, or a
paralegal certificate and equivalent combination of education and work experience.
Five or more years of relevant experience in a legal office.
Strong understanding of accounting, human resource, and business management
principles.

Please send your resume and cover letter to recruit@rmmenvirolaw.com for immediate
consideration.

