
Firm/Company Name: Website: 

Job Title: Work Option: [i.e.: onsite, hybrid, remote, etc.] 

Department/Group: Posted By: 

Location: Travel: 

Salary Range: Position Type: [i.e.: full---time, part---time, etc.] 

HR Contact: Date posted: 

How to Apply: (Fax, Email, Mail, Link, etc.): 

Job Description 

Brief Summary: 

Duties: 

Skills/qualifications: 


	FirmCompany Name: Reed Smith LLP
	Website: www.reedsmith.com
	Job Title: Office Manager
	Work Option: 
	DepartmentGroup: Operations/HR
	Location: Philadelphia
	Salary Range: 
	Position Type: 
	HR Contact: Joann Winterle or Kristen Snyderman
	Posted By: Joann Winterle
	Travel: Minimal
	Date posted: 11/1/2023
	Brief Summary: Reed Smith is a global relationship law firm with more than 1,700 lawyers in 30 offices throughout the United States, Europe, Asia and the Middle East.  We are seeking an experienced Office Manager to manage and oversee daily operations of the Philadelphia office. This is an opportunity for an energetic professional dedicated to providing top-notch service as well as building and maintaining a diverse environment in which staff and lawyers can thrive. The position is a blend of direct personnel supervision, operations, human resources, administration, facilities, events, and hospitality and requires the ability to adapt to changing priorities and demands with little or no notice. Candidates who apply should demonstrate exeptional energy, commitment to service excellence and leadership in growing a team of diverse support staff professionals.
	Skills: Education:   Bachelor’s Degree or equivalent experience.Experience:  At least five years’ experience working in a supervisory/managerial role required. Previous law firm or professional services environment experience is strongly preferred. Basic understanding of state and local human resource rules, regulations, and requirements essential.Skills:  High emotional intelligence, proactive, problem-solver, strong written and verbal communication
	Duties: • Responsible for safe and efficient office management including office operations, implementationand adherence to Firmwide policies and initiatives, coordination of activities with otheradministrative managers and supervisors, and coordination with other support functions outsidethe market• Lead liaison with Office Managing Partner and Firmwide leadership/management team• Work with Global Security Team in establishing and implementing security protocols andprocedures for local facilities, equipment, and personnel• Manage office expenses and identify opportunities for cost savings• Examine office operations and activates with respect to best practices and makerecommendations or implement changes to enhance efficiencies and promote continuous improvement• Solve day-to-day problems which involves working in conjunction with other departments and personnel• Has shared responsibility for various administrative functions that impact the office (i.e., HumanResources, Docketing, Business Intake, Information Technology, Accounting, Marketing andKM/Library etc.)• Manage HR functions including interviewing and hiring professional and operations staff, conducting new hire orientation, handling, conducting annual performance reviews, and otherduties as needed; liaise and report in real-time to HRBP on employment performance issues.• Work with Marketing Department and Office Managing Partner to plan office events• Make recommendations and manage the office budget• Assist with real estate projects such as lease review and negotiations, sublease agreements, space allocation, office renovations/build-outs, office moves, and local matters related to the management /reduction of building operating costs• Leadership and management of office personnel, including executive assistants, to include daily performance management and the annual performance and compensation review process• Manage executive assistant teaming assignments to include routine workload allocation analysis, and updating teaming info in PeopleSoft• Lead the local incident response and business continuity team efforts• Update and implement local business continuity plan and maintain office information on the Firm’sintranet• Assist the local records function, as needed, in support of the Firmwide records management policy• Assist administrative departments with workflow issues, as necessary• Facilities management which includes establishing and maintaining relationships with localproperty management and the landlord• Handle local accounting related tasks to include invoice processing, expense, and check request approval, troubleshooting delinquent invoice payment issues and vendor management• Serve as office point of contact for search consultants and industry peers; maintain membership and actively participate in professional organizations such as ALA to keep updated on industry information• Projects and other duties as assigned
	How to Apply: Application Link: https://recruit.reedsmith.com/psc/HCM92PRD/EMPLOYEE/HRMS/c/HRS_HRAM_FL.HRS_CG_SEARCH_FL.GBL?Page=HRS_APP_JBPST_FL&Action=U&FOCUS=Applicant&SiteId=1&JobOpeningId=506315&PostingSeq=1


