
 

  

Job Title: Office Administrator Reports To: Office Manager 
Company Name: Lark Management, LLC  

Wage: $12.00-$16.00/hr 
Litmus Test: Are we compatible? 
Integrity, flexibility, empathy, and excellence are our company values. They motivate us to keep              
a vibrant company culture that comes through in all we do. Everyone who fits well into our                 
company culture does these things: 
 

● This company values your feedback and constructive criticism regarding management,          
administration, and company policies and procedures. Let your direct supervisor know           
when you have input.  

● Pair your complaints and criticisms with solutions. 
● Instead of saying some version of “that’s not my job” when someone asks you to do                

something, try some version of “let me see if I can help.” We love delegation and job                 
descriptions too, but it makes for a better workplace when your teammates show a sense of                
excitement about supporting one another. 

● It’s especially important to tell your supervisor when you feel overwhelmed, stuck, or in              
need of training or professional development. 

● When conflicts or problems arise in the workplace, be solution-focused and           
action-oriented. Don’t cry over spilled milk. Don’t fan the flames of gossip or hearsay.  

● If you have difficulty with your peers or direct reports, try to resolve it one-on-one without                
gossip or consult with your supervisor about how to proceed. If you have difficulty with               
your supervisor, consult with our human resource employee support line about how to             
proceed.  

● When mistakes happen, sometimes it’s the situation, not the person. Have empathy for             
others, and consider their context before jumping to conclusions about them. 

● We aim to cover you in your absence, and we’d like you to do the same for others,                  
including days off and lunch breaks. 

● Take the time to understand how our business works. 
● Seriously read this job description in depth because … we mean it.  
● And for the catch-all statement: you must be a team player and prepared to help out with                 

any given function on daily basis. 
 
If working with people who do these things sounds exciting to you, read on! 
 
Function of the Office Administrator:  
This person is the face of our company. Most of the time, this person will shape our first                  
impression by picking up the phone or greeting someone when they come to us for the first time.                  
While it is important to keep up on clerical tasks, it is also incredibly important that people are                  
made to feel welcome when they enter our doors. This can mean offering water, noticing when                
an extra seat is needed, or greeting people with a smile and a genuine introduction.  
 
If you have ever used the words meticulous or thorough to refer to yourself, this is the right job                   
for you. This person has to stay on top of multiple providers’ schedules and appointments that                
involve up to 10 people. Much of the work this person does in an hour occurs within a 15-minute                   
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period because all the providers get out of their appointments at the same time. Within that                
15-minute rush window, you can expect a cascade of demands being made, questions being              
asked, and the phone ringing simultaneously. Flexibility and being able to thread the needle are               
key. 
 
Why this job stinks: 
75% of the work you do gets squeezed into 25% of your day. Much of the day can be relatively                    
quiet when it comes to clients in the office, but within the last 15 minutes of every hour,                  
providers end their appointments all at the same time. Within these 15 minutes, everyone begins               
hastily making demands and requests of you while the phone may be ringing. It can sometimes                
take 20-30 minutes to catch up from all the work that comes from those last 15 minutes. 
 
Because you’re the face of the company, you absorb the brunt of the frustrations that develop as                 
a result of misunderstandings, miscommunications, or mistakes that occur between the company            
and its clients. When people call to complain or report a problem, they’re calling you. While it                 
does present an opportunity to exercise patience and put your customer service skills on display,               
it honestly does suck sometimes. 
 
10 Reasons you should quit your job and work here anyway: 
1. You like getting rewarded for solving big problems.  
2. You think it sounds exciting to be a part of a growing company that puts quality before 

quantity and is changing the mental health system and the lives of children and families.  
3. You think measuring outcomes is important and that our key outcomes are legit:  

# of psychiatric hospitalizations, # of psychotropic medications, # of runaways 
4. You think being relaxed and friendly at work should be normal. 
5. If you think our policies and procedures aren’t as fresh as this job description, it’s cool 

because anyone with a good idea can influence our policy. 
6. When it comes to diversity, you think companies should value the inherent, unique 

perspectives and insights, not the checkboxes on the demographic form. 
7. Our company has grown quickly and wisely such that there is still room for positions and                

departments that don’t currently exist. 
8. You want to work in a company where executives and owners take responsibility for their 

mistakes. 
9. You’re tired of boring holiday parties and are ready to have fun for free. 
10. You think all companies should offer vision, dental, and health insurance; life insurance; paid 

holidays and time off; and access to a host of other voluntary benefits as part of their total 
compensation package like we do. 

 
Job-Specific Duties and Responsibilities: 

● Use good judgment when deciding when scheduling rules should be followed and when             
flexibility is required to make all scheduling ends meet. 

● Build good relationships with providers who all have different personalities by keeping in             
close communication with them about scheduling demands, or else. 

● If you see or hear someone behaving oddly in the waiting room, tell the provider. 
● Follow HIPAA by treating all information and documents with utmost confidentiality. 
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● If you come up with a better way to do things, make a suggestion, be patient, and don’t be                   
mad if there is a big-picture reason why we cannot implement it. 

● We have a low volume of cash-paying clients, but when they do come in, it is your job to                   
appropriately track the payment and submit it to the Office Manager. 

● People in crisis will call and, for example, say they want to kill themselves, so make                
yourself very familiar with the Crisis Intervention Policy. 

● Treat the office as your own, and either make the necessary replacements when supply              
inventory gets low or notify your supervisor of the need to order more (e.g., soap, paper                
towels, utensils, trash bags, etc.). 

● Our clients can be forgetful, so you have to contact them to confirm they will come. 
● We pay others to do most dirty work like shredding and cleaning, and we need someone to                 

speak up when those services aren’t meeting our needs. That’s you. 
● Make the office feel warm and inviting by answering the phone or greeting people with a                

smile and maintaining a clean and presentable waiting room. 
● Hold back your excitement and handle the scanning, uploading, and entering data into the              

electronic medical records system. 
● As new client charts are created in our electronic medical records system and as updated               

information surfaces, you are the person who we look to for keeping complete, accurate              
charts; we built a new patient checklist for a jumpstart with this. 

● Jump at the opportunity to complete clerical tasks upon request (i.e., fax, scan, copy,              
managing incoming and outgoing mail). 

● Go the extra mile with courtesy by, for example, walking people to their appointment room               
or to the restroom instead of pointing. 

 
Qualifications: 

● High school diploma or equivalent required; at least one year of college preferred 
● Familiarity with copy, scan, and fax machines and internet-based programs 
● Effective, efficient googling skills 
● Team player attitude and shares our values – integrity, flexibility, empathy, excellence 
● Knowledge of the DSM and basic mental health terms will make the job more interesting               

and make you more successful 
● Awareness, sensitivity to, and respect for cultural variation and the power of personal             

values and biases 
● Ability to discuss personal and financial matters with providers and clients 
● Ability to remain calm and courteous in the face of rudeness and disrespect  
● Ability to predict the future. Not really but you have to be able to identify warning signs for                  

when something is likely to go wrong and then generate and implement solutions. 
● Ability to consider multiple perspectives and alternate explanations when problems arise 
● Ability to identify pair problems with solutions along with alternative solutions when you             

don’t get your way  
● Proficiency in computer skills, especially using Word, Excel, and customized databases  
● You have to be able to prioritize and get things done 
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Acknowledgement: 
I acknowledge that I have received and read the above job description. The job description               
outlines my position function and essential job duties. I agree to adhere to the job description as                 
well as the policies and procedures in my position.  
 
I acknowledge that it is my responsibility to refer to the job description and to ask for                 
clarification on anything within that is unclear to me. Failure to follow and adhere to the job                 
description may result in disciplinary action up to and including termination of my employment. 
 
I acknowledge that this is not a contract and should not be construed as creating contractual                
obligations. The company reserves the right to amend, supplement, or rescind any provisions of              
this job description as it deems appropriate, in its sole and absolute discretion.  
 
My signature indicates that I have received and read the job description, that I will contact the                 
Company with any and all questions that I may have regarding the job description, and that I will                  
comply with the job description stated herein.  
 
 
Employee Name: _____________________________________ 
 
 
Employee Signature: _____________________________________ Date: _________________ 
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