JOB DESCRIPTION:
OFFICE MANAGER 2

JOB TITLE: Office Manager
OBJECTIVE 
Ensure the functions of the accounting office are carried out in compliance with the manufacturer’s requirements and generally accepted accounting practices (GAAP). To maintain a well-run, highly efficient department providing exceptional customer service and satisfaction through staff education and mentoring.
PRIMARY RESPONSIBILITIES
· Ensure the highest quality customer service and satisfaction while providing prompt, courteous, and friendly attention to the customer, dealership members, factory reps, and vendors.
· Be an active participant and team member of the manufacturer and the dealership.
· Ensure that all customer complaints are promptly documented and forwarded to the General Manager for resolution.
· To oversee the Office’s daily operations while taking an active role in the office job descriptions.
· Prepare and assist for New Vehicle Sales Department: 
· Vehicle jackets, stock cards/sheets, tax/title work, and vehicle sales invoices.
· E.F.T. (electronic funds transfers).
· Report sales to the manufacturer.
· Register Service Contracts.
· Accounting for new vehicle sales and purchases.
· Reconcile new vehicle schedule.
· Vehicle management and inventory control.
· Name and address control and updates.
· Claim and input all vehicle incentives.
· Cash all bank contracts and collection of all funds.
· Prepare and assist for Used Vehicle Sales Department: 
· Vehicle jacket, stock cards/sheets.
· Tax/title work.
· Vehicle sales invoices.
· Accounting for used vehicle sales and purchases.
· Reconciling used vehicle schedule.
· Vehicle management and inventory control.
· Name and address control and updates.
· Cash all bank contracts and collection of all funds.
· Prepare and assist for Parts Department: parts clearing, updates on files, manual prep/costing/keying in case of computer failure, aid in proper procedures for all incentives, parts return claims, parts inventories, etc.; post parts sales to vehicle stock and wash out sheets.
· Prepare and assist for Service Department: service clearing updates on files, manual prep/costing/keying in case of computer failure, aid in proper procedures for maintenance of labor operation codes/sublet/labor/warranties, etc., post internals to vehicle stock and washout records, post-DOC sheets daily, assist in reconciliation of warranty schedule.
· Prepare and assist for the Body Shop: body shop clearing, updates on files, manual prep/costing/keying in case of computer failure, aid in proper procedures for maintenance of labor operation codes/sublet/labor/warranties, etc., post internals to vehicle stock and wash out records.
· Prepare bank deposits. 
· Petty cash custodian. 
· Approval of credit limits. 
· Collection of accounts receivable Parts and Service Departments. 
· Generating P.I.S. statements monthly. 
· Maintenance of tax-exempt numbers and credit applications. 
· Follow-up and collection of bad debt and N.S.F. files. 
· Ensure the manufacturer's receivables are collected and paid timely. 
· I.R.S. Form 8300 
· Code/post all accounts payable invoices daily. 
· Reconcile purchase orders invoices to vendor statements to payable schedules. Prepare accounts payable checks and miscellaneous checks. 
· Post the manufacturer's statements and reconcile them. 
· Oversee in processes of new employees, including paperwork. 
· Oversee input of payroll data/register. 
· Oversee payroll tax reports and filing. 
· Prepare standard entries, journal entries, and miscellaneous entries. 
· Prepares sales and use tax reports monthly. 
· Reconcile all dealer reserve accounts monthly. 
· Reconcile general checking accounts. 
· All monthly accruals, prepaids, labor in process, etc. 
· Prepare financial statements monthly and verification of accuracy and financial analysis. Prepare year-end financial statements. 
· Prepare/assist C.P.A. for adjustments/depreciation/audits. 
· Perform system administration for computer problems. 
· Prepare mail daily.
· Open/sort/distribute mail daily.
· Daily generates and distributes all communications and M.I.S. reports.
· Generate all purchase orders for all businesses within the dealership.
· Answer telephones - relieve receptionist/cashier 
· Open repair orders for the service department for service outs/inspections on new/used vehicles. 
· Oversee maintenance of vehicle records/filing etc., new/used vehicles repair orders & parts invoices 
· Oversee the maintenance of M.S.O./titles/S.O.S./audits/dealer trades/wholesalers, etc. 
· Oversee weekly checks for payroll withholdings etc. 
· Oversee record keeping of 1099 contracted labor and year-end reports of such 
· Oversee in preparation of all related payroll taxes etc. 
· Oversee missing document trail/records. 
· Oversee warranty collections/reconciliations 
· Assist/prepare various records/data sheets etc., when requested by the Corporate Office.
ADDITIONAL RESPONSIBILITIES
· Day-to-day duties and operations as directed by the General Manager.
· Always present and maintain a professional attitude and appearance.
· Always present and maintain a clean, uncluttered, and professional work area.
· Be a team player, not only with Office Team members but also with all dealership members.
· Conduct regular Office Team meetings
· Attend Management Team meetings as required.
· Provide technical assistance to Office Team members.
· Maintain a solid working knowledge of all Office responsibilities.
· Follow, maintain and comply with all Policies and Procedures of the dealership.
· Hire, supervise, mentor, and discipline Office Team members.
· All other duties as assigned by the General Manager.
QUALIFICATIONS
Accounting management, leadership, and customer service experience. The ability to relate well with Team members and customers in all situations. Knowledge of the day-to-day functions and operations of an accounting office. The ability to set goals and attain them. Strong organizational, analytical, and problem-solving skills. The ability to relate well and manage Office Team Members. The ability to self-direct and self-motivate.
Knowledgeable in the operations of computers and accounting software programs. Experience and knowledge in dealership terminology and technology. General Office skills.
EDUCATION and EXPERIENCE
· High School diploma or equivalent.
· Dealership accounting experience or three years of general accounting experience.
· Customer service-related classes, personnel management classes, business-related classes, and dealership accounting-related classes.
· One year of personnel management and leadership experience. 
· Excellent customer relations and communications skills. 
· Financial analysis and goal-setting skills.
POSITION REPORTS TO: General Manager
POSITION SUPERVISES: Receptionist/Cashier, Administrative Assistant, O.C.M. Coordinator

Job Description Acknowledgment

I have reviewed the job description for my position and understand my responsibilities.

[bookmark: _Hlk119959629]Employee Signature: 	________________________	Date: 	__________________

Manager Signature: _____________________________       Date: 	___________________
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