
 Document Code  JBJB 

 

Job Brief - Office Manager.docx          Page 1 of 2 

 

 

 

Job Brief 
 

Office Manager 
 

Where - Albury Area NSW 

Category - Office Management (Administration & Office Support) 

Full time 

$40 - $45 per hour, 9 day fortnight 

About Us 

A top to bottom electrical business doing everything from the power pole to the power point. This 

includes all things in between as well as generation and renewables projects. The successful candidate 

will be an essential part of our service delivery cycle. 

Joining our team in Albury NSW we seek another team member to join us and be the best in the 

industry. 

By carrying strong relationships with customers, we stay solutions driven, following through with what 

we promise and doing the right thing for the customer. 

We 

• Work a 9 day fortnight 

• Are energetic and flexible 

• Have a strong presence in South East Australia and conduct electrical functions from a head 
office in Albury (NSW) 

• Maintain excellent relationships with clients 

• Support a team of experts, the best in the business 

You 

• Are self confident 

• Are a self starter 

• Thrive on independence, responsibility and initiative 

• Love using technology 

• Want to work with the best 

• Are good at making decisions 

  



  
 

Job Brief - Office Manager.docx         Page 2 of 2 

 

Typical Works to Complete 

• Run the day to day operations of the office. including supply management, facility maintenance, 
and ensuring a clean, organised work environment. 

• Coordinating schedules and meetings for executives and team members, including managing 
calendars, room bookings, and travel arrangements. 

• Supervising administrative staff and ensuring workflows, communication, and task delegation 
are efficient and aligned with company procedures. 

• Managing office budgets and vendor relationships, including purchasing, contract renewals, and 
liaising with external service providers. 

 

Qualifications & Experience Preferred 

• Drivers license 

• Proven experience in administration or office coordination roles 

• Strong organisational and time management skills 

• Excellent written and verbal communication 

 

Employer Questions 

Your application will include answers to the following questions. 

1) What are your working rights in Australia? 

2) How many years experience do you have? 

3) Do you have a current Police Check (National Police Certificate) for employment? 

4) Regular attendance at our head office is important to our team. Are you willing to 
live regionally for this role? 

 


