JOB DESCRIPTION
OFFICE MANAGER 3

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.
· Ensure the highest quality customer service and satisfaction while providing prompt, courteous, and friendly attention to the dealership customer.
· Be an active participant and Team member of the manufacturer's program.
· Ensure that all customer complaints are promptly documented and forwarded to the General Manager for resolution.
· To oversee the quality operations of the office.
· Preparation of monthly and year-end financial statements.
· Prepare and process payroll weekly.
· Prepare and maintain personnel files.
· Prepare and maintain worker's compensation claims, reports, and supporting data.
· Prepare, process, and post payroll journal entries weekly.
· Receive rejected warranty claims and determine which items will be resubmitted immediately. Examine and assess the disposition of rejected warranty claims not immediately resubmitted.
· Prepare and submit sales report data required by manufacturers.
· Prepare customer file folders containing such items as copies of orders, invoices, finance contracts, insurance contracts, new vehicle preparation repair orders, computations of salespersons' commissions, and cash receipts.
· Prepare sales invoices and complete accounting copies showing all necessary information on the cost of sales, used vehicle appraisals, and allowances.
· Complete and file vehicle inventory records showing sales and gross profit information for units sold and set up inventory records for used vehicles taken in trade. 
· Post the subsidiary ledgers for notes and accounts receivable from the sales journals. 
· Post all general journal entries to the general ledger. 
· Record annual closing entries and post them to the general ledger. 
· Prepare the standard entry journal at the beginning of the year to include all recurring entries not provided for in other journals.
· Reconcile the manufacturer's statement of hold back to the general ledger control account.
· Reconcile statements of finance income due from financing institutions and insurance commissions from insurance companies to the general ledger control accounts.
· Complete subsidiary records for prepaid expenses and fixed asset depreciation and determine related charges to expenses for the month.
· Prepare a supporting trial balance for accounts payable, separating debit and credit balance totals.
· [bookmark: _Hlk120506443]Compute general ledger account balances, verify with supporting data, reconcile and record correcting entries, and post to and balance the general ledger.
· Prepare operating reports, trial balance, and daily operating controls.
· Transmit information to manufacturers.
· Payoff notes payable on floor planned vehicles.
· Payoff liens on used vehicles taken in trade.
· Prepare RD108s for Secretary of State processing.
· Reconcile bank statements.
· Reconcile and pay open accounts payable.
· Balance, maintain, and control petty cash.
ADDITIONAL RESPONSIBILITIES:
· Day-to-day duties and operations as directed by the General Manager.
· Always present and maintain a professional attitude and appearance.
· Always show and keep 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 and 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.


REQUIRED SKILLS
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.
RELATED SKILLS
Knowledgeable in the operations of computers and accounting software programs; Experience and knowledge in dealership terminology and technology. General office skills.
REQUIRED EXPERIENCE
Three years of general accounting experience. One year of personnel management and leadership experience. Excellent customer relations and communications skills. Financial analysis and goal-setting skills.
RELATED EXPERIENCE
Dealership accounting experience.
REQUIRED EDUCATION
High school diploma or equivalent.
RELATED EDUCATION
Customer service-related classes, personnel management classes, business-related classes, and dealership accounting-related classes.
POSITION REPORTS TO: General Manager
POSITION SUPERVISES: Receptionist/Cashier

Job Description Acknowledgment

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