
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: 
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Job Description 

Brief Summary: 

Duties: 

Skills/qualifications: 


	FirmCompany Name: Ogletree Deakins 
	Website: https://careers.ogletree.com/jobs/5258?lang=en-us
	Job Title: Office Administrator
	Work Option: Onsite
	DepartmentGroup: Labor & Employment
	Location: Philadelphia
	Salary Range: 
	Position Type: Full-time
	HR Contact: megan.becker@ogletree.com
	Posted By: Roberta Bauer
	Travel: 
	Date posted: 03.31.2025
	Brief Summary: Ogletree Deakins has an exciting opportunity for an experienced Office Administrator to join the Firm's Philadelphia, PA office. The Office Administrator is responsible for the business administration of the Philadelphia office and may assume responsibility for additional Ogletree Deakins offices and/or practice groups as appropriate, including all support functions and coordination. The Office Administrator will manage all operations of the assigned office(s), including human resources, financial planning and controls, marketing and event planning, facilities, information systems, and other tasks. 
	Skills: •	Bachelors degree and 4+ years of Office Management, Human Resources experience, or 6+ years combination of experience and education•	Candidates must be professional, and have experience in managing others, including directing workload, performance management, training, event planning, staffing and recruitment•	Experience in managing remote staff•	Proficient in all Microsoft applications, including, but not limited to Word, Excel, PowerPoint, Outlook, Document•	Management System, expense and billing systems•	Analytical and problem solving skills•	Ability to proactively focus on and anticipate needs•	Display emotional intelligence
	Duties: Human Resources – In close collaboration with and supported by the Firm’s Human Resources team:•	Communicate and enforce policies and procedures•	Conduct interviews and make recommendations on the selection of employees•	Initiate new employee intake process, employee status change requests, and exiting employee processFinancial Management and Budgeting•	Prepare and monitor office budget, making recommendations for cost efficiencies, capital expenditures, and operational needs•	Regularly review and analyze monthly financial reports, working closely with OMS to address profitability and attorney productivity issuesMarketing and Event Planning•	Work closely with the OMS to plan and coordinate local marketing events including briefings, roundtables and seminarsFacilities•	Responsibility for local office level adherence to Firm safety and security protocols and policies•	Regularly maintain personnel directory and floor plans to ensure accuracyComputer Systems•	In coordination with Information Technology, support technology operations and functionality, including: coordinate technology upgrades and maintenance with Administrative Office, IT department, consultants and vendorsManagement, Committees, and Meetings•	Work collaboratively with OMS•	Identify and analyze issues; recommend and implement approved solutions under the direction and guidance of the OMS
	How to Apply: Apply onlinehttps://careers.ogletree.com/jobs/5258?lang=en-usIf you have questions, please e-mail Megan Becker at megan.becker@ogletree.com with "Office Administrator - ___" in the subject line. Please note, applications submitted via e-mail will not be considered.


