FLORENCE LAUDERDALE PORT AUTHORITY
OFFICE MANAGER

JOB DESCRIPTION

General Overview:

The Office Manager’s position at the Florence Lauderdale Port Authority (FLPA) is currently a permanent part-time position that requires a minimum of 20 hours per week.  The job may require additional hours during certain times of the month and/or year such as during monthly closeout of the books and board meetings, during the annual audit, in the Port Director’s absence, or at other times.  Given the nature of the job, health insurance benefits are not offered; however, state retirement is available and participation is required as mandated by the applicable Alabama State Code.  This position is hired by the Port Director with Board approval, and the Port Director serves as the position’s immediate supervisor.  The pay scale and other benefits are as prescribed and approved by the Board of Directors with the current starting salary range is established at $12.00 hour minimum up to a maximum of $15.00 per hour depending upon education and experience.  Benefits offered include the retirement, which requires a 5% wage contribution by the employee, holidays as prescribed in the employee handbook, personal days accrued monthly as follows:  .25 per month for the first year, .5 per month for years 2-5 and .75 per month thereafter; and vacation is accrued monthly as well with the accrual being the same as personal days with the addition of 1 day per month for years 10-15 and 1.25 per month for over 15 years. All paid time off is based upon half-time, so a paid day off is compensated as a four hour day.   All benefits are subject to a 90 day probationary period during which time the employment is considered temporary.
Duties and Responsibilities:

The Office Manager is responsible for the day-to-day administrative management of the port office as well as the overall bookkeeping of the authority.  The duties related to the responsibilities of the job include but are not limited to the following:
1) Reception including answering the phone and greeting tenants and/or guests.

2) Screening phone calls and message taking on the Director’s behalf.

3) Maintenance and stocking of office supplies and office equipment needs.

4) Computation of payroll, payroll taxes, and retirement and filing related reports.

5)  Ensuring all payroll related payments are made on a monthly, quarterly and annual basis as required and the preparation and submittal of W-2 and 1099 forms is completed as well.
6) Ensuring all Authority bills are paid on a timely basis, and all A/R Invoicing and reports are completed and mailed as required to ensure prompt payments to the Authority.

7) Preparation and recording of all deposits derived from payments to the Authority and maintenance and upkeep of the Petty Cash fund as well.
8) Bookkeeping of all Port Authority accounts:  Bank reconciliations, A/P, A/R, Invoicing, and recording of all financial actions of the Port Authority using Quick Books Pro Software.

9) Sorting and filing of all related paper documents pertinent to the business and bookkeeping of the Authority.

10) Ensuring tenant’s monthly wharfage reports are submitted on a timely basis.

11) Monitoring and tabulating tonnage totals from monthly wharfage reports for each tenant for quarterly submission to the Port Director.

12) Conducting bi-annual audits of tenant wharfage reporting.

13) Assisting in the preparation of the annual budget.

14) Preparation of monthly and quarterly financial reports for Board review.

15) Minute taking at all Board meetings including preparation using Microsoft Office Software and forwarding to Board members and Port Director following each meeting.
16) Coordination of all luncheons as required for Board and/or other meetings.
17) Ensuring A/R aging is kept current according to all Port Authority lease agreement terms.

18) Assisting the Port Director and Board of Directors as needed and instructed.

19) Assisting the Port Authority’s Auditor in the completion of the annual audit of port finances.

20) Other items as required or instructed by the Port Director.
Working Hours and Conditions:

1) The Office Manager’s working hours are Monday – Friday from 8 am to noon, unless additional hours are required.

2) The Port Authority Offices are located in the Shoals Center for Economic Development.

3) The Office Manager is responsible for keeping their office in an orderly and neat fashion.
4) The offices are cleaned weekly as a part of the lease through the Shoals Chamber.

5) The Office Manager is required to dress in a professional manner in business casual for day-to-day operations and business dress for all meetings.

6) Given the nature of our business and operations, jeans are acceptable for day-to-day as long as they are clean and neat in appearance without fading, but meetings require a more professional look such as slacks, suits or dresses.

7) Punctuality is a must and tardiness will not be tolerated.

8) Occasional trips to the Port Facility on the harbor may be required, and the OM must be able to handle walking on uneven ground and tolerant of adverse weather conditions.

9) Reliable transportation is also required for this job to ensure ability to handle business outside the office.
10) Additional information related to this job and employment policies are contained in the Employee Handbook. 
