Administrative Officers

Administrative Officers are responsible for managing and coordinating the daily administrative
activities of an organization. They ensure that office operations run smoothly by organizing
resources, supporting staff, and maintaining efficient systems. Their role is important in creating a
productive work environment and ensuring that organizational policies and procedures are
properly followed.

Duties and Responsibilities (Points):
e Oversee daily office operations and administrative procedures
e Manage office supplies and maintain inventory
e Prepare reports, documents, and official correspondence
e Supervise and support clerical and administrative staff
e Organize meetings, schedules, and appointments
e Maintain records, files, and databases
o Ensure compliance with organizational policies and regulations
e Coordinate with different departments for smooth workflow
o Handle internal and external communication

e Assist in budgeting, planning, and decision-making processes



