Office Administrator
Ambler, Pennsylvania, United States
Full-Time
Contact Info:
Amber Gladys
amber.gladys@phenompeople.com
(610) 739.8283

Job Requirements

We are looking for a phenomenal Office Administrator to join our team! The ideal
candidate provides a multifaceted service that includes managing diverse tasks, from
running errands, coordinating calendars, planning events, and arranging travel. This
individual will also be responsible for the maintenance & management of efficient office
space.

Our Office Administrator must have strong administrative and leadership skills and must
be an excellent communicator, both oral and written, have good liaison skills, and full
proficiency in MS Office Suite and Google Suite.

Other Responsibilities:

● Attend meetings as required and take comprehensive notes at all meetings.
● Manage Phenom CEO's calendar and schedule to ensure the overall success of
all projects.
● Order name badges and other office supplies for new employees.
● Liaise with internal departments to set up the workspace and access for new
employees.
● Negotiate purchases of supplies, furniture, equipment, etc. for the office and
entire staff in accordance with company purchasing policies and budgetary
restrictions.
● Supervise the maintenance of office equipment, including copier, fax machine,
etc.
● Responsible for the office's day-to-day operations (such as distributing building
access keys, etc).

● Coordinate with vendors for maintenance and alteration of office areas and
equipment, as well as layout, arrangement, and housekeeping of office facilities.
● Manage agendas / travel arrangements / appointments for department
managers, etc.

Work Experience

● Highly organized, hard-working, and self-motivated.
● Take-charge professional, and multitasker. Ability to thrive within demanding,
deadline-intensive environments.
● Dedicated, loyal, and dependable - Strives to exceed expectations with service
that is second-to-none.
● Maintain high standards of personal appearance and grooming (per brand
standards).
● Excellent communication and interpersonal skills are required.
● Act as a go-to person for our employees for facilities and admin issues/concerns.
● Act as a single point of contact for vendors, suppliers for the office, and maintain
trusting relationships with suppliers, customers, and colleagues.

Applicants for this role must be currently authorized to work in the United States. At this
time, we are not accepting applicants who require sponsorship, whether now or in the
future.

Benefits

ABOUT PHENOM

Phenom is a global HR technology company with a purpose to help a billion people find
the right job. Our SaaS platform Talent Experience Management (TXM) is redefining
talent acquisition and talent management by helping candidates and employees find the
right job faster, recruiters identify and engage the right talent, and management optimize
strategy.

Phenom is not your average workplace - we take pride in building a culture that is
#NotNormal and celebrates all of the ways our company and employees are unique. By
cultivating a culture that's as robust as our purpose, our staff comes to life with all the
best qualities, radiating energy and positivity that extends out to their teammates,
customers, and families. We believe living and working with a purpose brings amazing
benefits, inspiring happiness, and motivation - and we serve our employees by creating
memorable moments each day.

Phenom was named one of the 2019 Best Small Workplaces by Great Place to Work®
and Fortune, as well as one of the fastest-growing technology companies in the 2020
Deloitte Technology Fast 500.

With over 1,000 employees, the Phenom team is headquartered in the greater
Philadelphia area, with offices in Canada, India, Israel, the Netherlands, and the United
Kingdom, serving 300+ global employers.

DISCLAIMER

Diversity is essential to building phenomenal teams - and Phenom is proud to be an
equal opportunity workplace and affirmative action employer.

Phenom is committed to equal employment opportunity regardless of race, color,
ancestry, religion, sex, national origin, sexual orientation, age, citizenship, marital

status, disability, gender identity, or veteran status. We also consider qualified
applicants regardless of criminal histories, consistent with legal requirements.

Our commitment to diversity runs deep…

We believe diversity is essential to building a phenomenal workplace, product, and
customer experience. As we take collective action to build a more inclusive environment
where every candidate and employee feels welcomed - and differences in ideas and
opinions are celebrated - we recognize there is more to be done. Our team is committed
to advance until these powerful ideas are ingrained in our culture, for you, for Phenom,
and for employers everywhere.

