Jara: 04.02.2022
['pyma: Ne24
Ypox: Ne32

Tema ypoky: «ESSENTIAL DUTIES AND RESPONSIBILITIES OF AN
ADMINISTRATOR»

Merta YPOKY: BJOCKOHAJIIOBATH JICKCMYHI HABUYKH W HaBUYKH BHMMOBH,
ay,ZLiI-OBaHHH, YUTAHHS 1 YCHOI'O MOBJICHH:, PO3BUBATU JIOT1YHE MHCJICHHS,

Marepianu ypoky:

Duty — 000B’s130K

Responsibility - BinnoBinaiabHicTh

To supervise - KOHTPOJIIOBATH

Oversee — CTEeKMTH, 3iHCHIOBATH HATJIS]
Incoming call — BXiiHMii BUKJIUK

To provide - 3a0e3neuyBaTn

Maintain -gorpumyBaTucs

The Administrative Manager is the first point of contact for all staff and guests.
The Administrative Manager is responsible for creating an engaging office
environment and positive interactions with all wvisitors and staff. The
Administrative Manager works within Community Link’s policies and procedures
to oversee the day to day administrative operations. The Administrative Manager
works actively, internally and externally with the out-source vendors to ensure that
the organization’s Finance, IT and Human Resources needs are met. The
Administrative Manager assists with preparation of the payroll and with personnel
administration.

3aKOHCTIEKTYHTE OCHOBHI 000B’SI3KH aIMiHICTpaTopa
Essential Duties and Responsibilities:

e Perform and supervise general office activities, such as greeting visitors, filing,

photocopying, faxing, processing outgoing and incoming mail, routing and
screening all incoming calls, and distributing messages to appropriate team
members.

¢ Ensure that conference rooms, meeting rooms and reception areas are ready for
meetings.

e Oversee the preparation, analysis, negotiation, and review of contracts related to
purchasing materials, supplies, products, or services.



e Provide or oversee centralized operations and procedures of services for the
agency.

¢ Plan and coordinate staff development and monthly agency-wide staff meetings.
¢ Create and maintain effective internal controls for equipment inventory.
e Maintain and safeguard agency records.

e Manage the organization’s office and storage space. Perform as liaison with
varies vendors, providing maintenance, security, and other occupancy services.

Homework
Answer the questions:

1. Which is the most important duty of administrator for you? Why do you
think?

2. What skills should have an administrator to provide all these
responsibilities and duties?

3. What area of administration do you want to choose in the future? Why?

P.S 3natu ocHOBHI 000B’s13kM aiMiHICTpaTopa!

Buxonane 3aBJIaHHS BIJIIIpaBTE MEHI1 Ha EJIEKTPOHHY MOILTY

emiliva.karnakh@gmail.com.
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