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POSITION DESCRIPTION 
Position Title:    Office Manager  
Department:    Administration 
Reports To:    Director of HR 
FLSA Status:    Non-Exempt 
Effective Date:    8/1/2026  

 POSITION SUMMARY  

The Office Manager is responsible for overseeing the company’s physical workspaces, security, 
and facilities across all locations. This role ensures a well-maintained, efficient, and secure office 
environment while also managing key administrative functions, onboarding new employees, and 
coordinating strategic planning efforts. Additionally, the Office Manager serves as the company 
historian, maintaining important records and documenting the organization’s history. A key 
contributor to company culture, this role also plays an active part in planning and executing 
employee appreciation events. 

 ESSENTIAL DUTIES AND RESPONSIBILITIES  

 Act as the primary point of contact for cleaning services, ensuring offices remain clean 
and professional. 

 Oversee office security, coordinating with building owners, alarm system providers, and 
emergency response authorities across all locations, including: 

o Managing key cards, security software, and camera systems. 
o Activating/deactivating keys and maintaining key inventory. 

 Serve as the liaison for local township responsibilities, including permits, forms, and 
official communications. 

 Manage off-site storage contracts and maintain accurate records of stored contents. 
 Oversee building lease agreements, ensuring timely communication of rent changes to 

accounting and ownership teams. 
 Act as the primary liaison with landlords, coordinating maintenance requests and 

communicating updates to ownership and employees. 
 Maintain office organization, ensuring all workspaces, common areas, and furnishings are 

in good condition. 
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 Oversee internal and external office moves, managing furniture arrangements and 
workspace transitions. 

 Collaborate with the Tech team to maintain hotel spaces and shared workstations. 
 Prepare workspaces for new hires and clear out workspaces following employee 

departures or relocations. 
 Manage office inventory and supplies, ensuring workspaces and common areas remain 

stocked, organized, and compliant with safety protocols. 
 Handle confidential information with discretion, including: 

o Owners’ documents and sensitive records. 
o Annual Binder preparation and organization. 
o Strategic Planning support, including documentation and logistics coordination. 

 Conduct office tours for new hires, introducing them to suites, common areas, office 
supplies, and kitchen facilities. 

 Provide an overview of office equipment, ensuring employees understand how to 
operate essential devices. 

 Explain administrative procedures, including how to request support and services. 
 Assemble and distribute New Employee Gift Packages as directed by HR; track inventory 

and notify HR when supplies need replenishment. 
 Review the office safety plan with each new hire to ensure awareness of emergency 

protocols. 
 Serve on committees for employee appreciation events, including: 

o Spring Fling, Christmas Party, Fall Meeting, NYE Champagne Toast, and 
McConkey’s Fresh Start event. 

o Assist with event planning and implementation, following management direction.  
 Act as the Company Historian, collaborating with the Marketing Department and 

Ownership team to document key company milestones and orient new team members 
on company history. 

 Manage the Tim Kotula Fund as the Fund Administrator for the York County Community 
Foundation. 

 KEY COMPETENCIES 
 Positive, creative attitude to compliment a Best Places to Work culture 
 Manage multiple projects and tight deadlines 
 Organized with self-accountability 
 Ability to effectively communicate one-on-one or in group setting 
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 POSITION REQUIREMENTS 
 Strong attention to detail 
 

 The ability to work in a fast-moving environment that requires multi-tasking 
 Proficiency in Microsoft Office (Excel, Word, PowerPoint, and Outlook) 
 Excellent communication skills; both verbal and written 
 High school diploma required; college degree preferred 

 
 PHYSICAL REQUIREMENTS AND WORK ENVIRONMENT 

 Extended periods of time in a stationary position with ability to move about office 
to access office equipment and attend meetings 

 Prolonged periods of working on a computer using keyboard 
 Ability to lift up to 15 pounds at times 
 Work environment includes interacting with others, participating in meetings, 

corresponding through email and phone calls in professional and friendly manner 
 Must be able to communicate effectively in English both verbally and in writing to 

internal and external clients 
 Standard office hours are Monday through Friday, 8:00am to 5:00pm; this position 

requires a daily in-office presence  
 Some evening and weekend hours may arise due to emergency maintenance calls 
 Valid drivers’ license as out-of-office travel to visit branch offices, purchase supplies, and 

coordination and attendance at off-site company-wide meetings is required 
 
Americans with Disabilities Act: McConkey is committed to providing reasonable 
accommodations to qualified individuals with disability in accordance with the American with 
Disabilities Act (ADA). Applicants as well as employees who are, or become, disabled must be able 
to perform the essential job functions either unaided or with reasonable accommodation. The 
organization shall determine reasonable accommodation on a case-by-case basis in accordance with 
applicable law. 
 
Equal Employment Opportunity: McConkey is proud to be an equal opportunity employer. We 
are committed to providing equal employment opportunities to all employees and applicants for 
employment and prohibits discrimination and harassment of any type without regard to race, 
color, religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual 
orientation, gender identity or expression, or any other characteristic protected by federal, state 
or local laws.  
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Acknowledgement: The above statements are intended to describe the general nature and level 
of work performed by individuals assigned to this position. The statements are not to be construed 
as an exhaustive list of all responsibilities, duties, and skills required. All employees may be 
required to perform duties outside of their normal responsibilities from time to time as needed. 
This position description is not intended as and does not create a contract of employment 
between McConkey Insurance & Benefits and any individual employee. McConkey reserves the 
right to change this position description at any time within its sole discretion.  
 

 
 


