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OFFICE MANAGER 
POSITION OVERVIEW 

JOB DESCRIPTION 
Emergent Method is seeking a dynamic individual to fill the role of Office Manager, which will be classified as an Administrative 
Associate within the Emergent Method team. The selected individual will be responsible for supporting our energetic team by 
maintaining an enjoyable, collaborative, and productive work environment. The role involves overseeing day-to-day operations 
of the firm’s work setting, maintaining overall efficiency of office procedures, systems, and processes, and overseeing, 
executing, and monitoring relevant clerical functions. 

The ideal candidate will have experience in office administration, operational support, and customer service duties in a fast-
paced, collaborative environment. This person must be extremely organized and detail oriented, highly communicative, and 
comfortable balancing multiple priorities and deadlines.  

Key responsibilities include but are not limited to the following: 

 Manage office administrative duties, including office maintenance and cleanliness, purchasing supplies and equipment, 
and completing errands 

 Work during standard office hours to answer phones, greet clients and visitors, and resolve any office issues that may 
arise 

 Serve in the executive assistant capacity to senior leadership, including scheduling meetings and making travel 
arrangements 

 Manage shared office space calendars and coordinate meeting room setup, meals, and logistics inside and outside the 
office 

 Support general office operations and procedures, including data entry, expense tracking, and other various tasks 
 Assist in the preparation of regularly scheduled reports and related action items 
 Plan, organize, and execute company events and manage related communications and logistics (Events may often take 

place after traditional work hours and/or on weekends) 
 Anticipate needs of employees, clients, and office visitors to ensure a positive and productive experience 
 Provide support and back-up for other administrative team members, as needed 
 Maintain an overall positive, collaborative, and productive work environment by implementing office-wide ideas and 

initiatives to support team morale 

QUALIFICATIONS 
Qualifications include but are not limited to the following: 

 Previous office administration, operational support, and/or customer service experience 
 Knowledge of office management responsibilities, systems, and procedures 
 Excellent time management skills and ability to multi-task and set priorities 
 Attention to detail and problem-solving skills 
 Strong organizational and planning skills 
 Strong computer skills and proficient in Microsoft Office 
 Demonstrated positive attitude that contributes to our company culture and morale 
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 Easy to work with and can anticipate client and/or coworker needs 
 Ability to be flexible, proactive, and create a positive experience for others 
 Ability to communicate effectively, both written and orally 
 Bachelor’s degree preferred 

HOW TO APPLY 
Candidate(s) should submit a resume and cover letter to jobs@emergentmethod.com.  

BACKGROUND 
Emergent Method is a Louisiana-based management consulting firm focused on helping companies and organizations 
innovate, grow, improve their performance, and achieve their missions. 

We do this by bringing people and ideas together to understand opportunities, let ideas emerge, and create multi-faceted 
solutions with results greater than the sum of their parts. We come from diverse backgrounds that lend to expertise in solving 
complex problems, implementing impactful change, helping our clients navigate shifting landscapes, and seizing opportunities 
– including those they had not seen before. From strategic planning and organizational design, to project management and 
strategic communication, we are dedicated to helping our clients adapt, innovate, and grow – pushing systems, agencies, and 
industries to new heights, while developing strategic, systemic solutions and processes to support those goals. 

We opened our doors in 2012 and have been recognized for growth and achievement over the years, including the Greater 
Baton Rouge Business Report  and Junior Achievement's Company of the Year (2017), Consulting Magazine’s fastest growing 
consulting firms (2018, 2019) Inc. Magazine’s fastest-growing private companies in America (2018, 2019), LSU’s 100 fastest 
growing alumni owned business (2018, 2019), and the Louisiana Association of Business and Industry’s Company of the Year 
(2019). 

We are dedicated to seeking the same measures of continuous improvement for the clients we serve and supporting them in 
all actions of planning, growth, and emergence to the forefront of their industries. 

To learn more about Emergent Method and our team, visit our website at emergentmethod.com.  

ADDITIONAL INFORMATION 
Emergent Method and associated entities are equal opportunity employers. We do not discriminate against employees or 
applicants for employment on any legally recognized basis or any protected class under federal, state, or local law. 


