Office Manager / Administrative Manager 
About the Job

Well are seeking an Administrator/Office Manager to oversee all administrative and operational functions in our newly to be opened office in Lilongwe.  Prior experience overseeing the day to day responsibilities of a busy office, ability to multitask and  strong leadership qualities are critical elements of this exciting position. As point person in this busy office, you will have an opportunity to utilize all your acquired business and management skills. Your hard work will be appreciated and your skills and intelligence will be utilized as you will also be required to source new business and interact with our existing clients.

Primary responsibilities:
· Responsible for the daily operations of the office which include, interface with vendors, handle HR issues, assist with billing & collections. 

· Manage the administrative workflow to meet deadlines on time sensitive projects.

· Ability to handle confidential and sensitive information.

· Effectively manage time and prioritize daily activities.

 

Qualifications:
· Prior office/administrative management and sales and marketing experience . 

· Bachelors Degree either in Administration, Arts (Humanities), Marketing

· Strong organizational skills and leadership abilities.

· Strong business partnership skills with the ability to interact with high profile business clients and prospective business clients. 

· Must be proactive, solve problems, anticipate needs & work independently.

· Exudes a positive and professional demeanor.

· Strong written and verbal communication skills.

· Computer literate

 

 

Platinum offers a competitive salary commensurate with experience.

