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2800 Pringle Rd SE, Suite 100
Salem, OR  97302
Phone: (503) 378-1500    Toll Free: (800) 391-9295  FAX:   (503) 378-7100


JOB DESCRIPTION 
Job Code/Title: Data Entry Department Manager
Status: Exempt
 
SUMMARY: 
Under indirect supervision, oversees the operational planning, establishment, execution, and evaluation of their department, consisting of related and associated activities between cross-functional departments. Oversees fiscal, operational, administrative, and human resources supervision of their departments; seeks and develops new procedures and efficiencies, recommends new programs, policies and operations to management; serves as principal point of contact and liaison with external vendors on departmental operational matters; and provides day-to-day technical/professional guidance and leadership as appropriate to the area of expertise. 
DUTIES AND RESPONSIBILITIES: 
1. Manages and oversees the strategic, administrative and daily operations of the data entry department, ensuring compliance with company, state, and federal policies, procedures and regulations. 
2. Oversees the supervision of personnel, which includes work allocation, training, and problem resolution; evaluates performance and makes recommendations for personnel actions; motivates employees to achieve peak productivity and performance. 
3. Designs and develops or assists with design and development of program(s) or project(s). 
4. Approves and monitors departmental budget expenditures. 
5. Provides technical and/or professional coordination and leadership in the execution of departmental activities, as appropriate to department objectives and area of expertise. 
6. Oversees and/or coordinates the collection, compilation, and analysis of departmental activity data; develops, writes, and presents narrative departmental reports. 
7. Assists in establishing and implementing short- and long-range goals, objectives, policies, and operating procedures. 
8. Collaborates with other company departments, programs, and projects to consolidate resources, enhance company efficiency, productivity and programs. 
9. Develops or assists with the development and implementation of policies and procedures consistent with those of the organization to ensure efficient operation of the department. 
10. Performs miscellaneous job-related duties as assigned. 

MINIMUM JOB REQUIREMENTS:
High school diploma, GED or a 4 year college degree is preferred. Direct supervisory experience related to the departmental activities may be substituted on a year for year basis for the college degree. 

At least 4 years of additional work experience that can be demonstrated to be applicable to the duties listed on the job description. 
KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Knowledge of contracts and supervision. 
· Knowledge of strategic and tactical planning
· Ability to manage, supervise and train staff, including organizing, prioritizing, and scheduling work assignments. 
· Ability to think innovatively and use creativity to improve efficiency and productivity.
· Strong interpersonal and communication skills and the ability to work effectively with a wide range of constituencies in a diverse community. 
· Ability to foster a cooperative work environment. 
· Skill in the use of computers, preferably in a PC, Windows-based operating environment. 
· Skill in examining and re-engineering operations and procedures, formulating policy, and developing and implementing new strategies and procedures. 
· Employee development and performance supervision skills. 
· Knowledge of staff hiring procedures. 
· Knowledge of management principles and practices. 
· Ability to provide technical coordination and supervision of development and/or implementation projects in area of expertise. 
· Skill in organizing resources and establishing priorities. 
· Ability to gather data, compile information, and prepare reports. 
· Program planning and implementation skills. 
· Ability to develop and maintain recordkeeping systems and procedures. 
WORKING CONDITIONS AND PHYSICAL EFFORT: 
· Work is normally performed in a typical interior/office work environment. 
· No or very limited physical effort required. 
· No or very limited exposure to physical risk. 
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