

Sample Business Manager Job Description
Below is a sample Business Manager job description. In larger firms, this is a dedicated management position. In smaller firms, it is typically a hybrid role office manager and senior client service role. Customize this to align with the role in your firm. Review and update roles every one to two years. 




	JOB TITLE:
	Business Manager
	STATUS:
	Exempt

	REVISION DATE:
	4/1/2022
	REPORTS TO: 
	CEO



Impact, Purpose & Outcome
The purpose of this role is to be a leader of the firm to deliver impeccable client service and create an environment that fosters team work, positive attitudes and support of the firm values and mission. The implementation of business systems creates a sustainable and profitable environment that makes the roles of each team member easier and more enjoyable. Success in this role will result in:

· A strong and positive team culture with happy, high performers that demonstrate professional development
· Improved CEO capacity because of the ability to successfully delegate day-to-day business management
· Clients who rave about the level of support they receive
· Consistent, accurate and timely execution of client service and operations items
· A high-achieving support team that is satisfied with their leader
· Personnel issues and conflicts addressed and resolved efficiently in a professional manner
· Client retention of 90% or better
· Less than X client complaints regarding errors / paperwork processing per year
· Consistent client referrals (X per year)

Key Responsibilities 
The Business Manager maintains primary responsibility for overseeing all administrative functions and ensuring smooth and efficient operation of the firm including administration, office operations, human resources, finances, technology and marketing. This role works to develop and maintain effective, sustainable and profitable business operations for the firm, as well as works closely with management to direct, manage and oversee business strategy and firm-level projects that impact firm success, team performance and client experience.

Business Operations & Administration
· Design, implement and oversee key business systems, standards and rules for business operations
· Fulfill and provide back-up support for client service and operations responsibilities as needed
· Delegates lower-level responsibilities to team to avoid bottleneck
· Act as relationship manager for strategic alliances and vendors to coordinate relevant business initiatives

· Ensure financial systems are in place and coordinate with the firm’s CPA
· Oversee and ensure installation, maintenance, and training of firm technology and equipment
· Ensure the firm maintains and follows data back-up and security plan procedures
· Serve as firm’s compliance point person, including establishing and executing on firm compliance procedures, overseeing annual audit process and tracking licensing and continuing education credits

Human Resources
· Supervise administrative and client service personnel
· Manage firm HR processes to ensure all the firm is adhering to legal guidelines and human resource activities (i.e. work allocation, scheduling, performance reviews, training and employee appreciation events) are completed
· Assess training needs of the team and recommend solutions
· Manage the recruiting process and new hire onboarding
· Manage payroll and ensure accurate payroll amounts are processed according to schedule

Marketing
· Develop and manage marketing processes and procedures
· Participate in the design and development of new marketing initiatives
· Coordinate with designers, consultants, marketing editors, and third-party resources to ensure execution of firm-level marketing strategy
· Arrange client appreciation events and community outreach activities as needed

Qualifications
· Bachelor’s degree
· 5+ years business management, operations and supervisory experience
· Advanced level computer skills; advanced knowledge of Microsoft Office Suite
· Experience with contact management software (Junxure preferred)
· Ability to learn new technologies and utilize them effectively
· Experience with managing, training and supervising staff
· Experience in strategic planning and execution
· Excellent oral, written and interpersonal communication skills
· Detail-oriented and demonstrates a commitment to accuracy by delivering high quality, error-free work
· Excellent planning and organizational skills, efficient multi-tasker, effective follow-up, deadline focused
· Energetic, eager to learn, willing to cooperate
· Self-motivated, quick start who is able to self-manage
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