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[bookmark: P2_17][bookmark: P1_16]Job Title: General Manager			Job Code:  
[bookmark: P3_49]
[bookmark: P5_83]Department:	Branch Office			Reports To:  Senior VP & COO
[bookmark: P6_111]
[bookmark: Check61]FLSA Status:     |X|  Exempt			|_|  Non-exempt
[bookmark: P7_123][bookmark: P11_184][bookmark: P10_183]
[bookmark: P12_192]SUMMARY:  
Responsible for the management and efficient daily operation of JAMCO’s branch office, through solid leadership and a high level of collaboration and influence that includes personnel and customer service in accordance with JAMCO’s Goals and Mission. Also, responsible for developing business from new and existing accounts in your designated sales area and strengthen existing customer relationships.

This job description reflects the current assignment of essential functions and is not meant to be all-inclusive.  Duties and responsibilities may be assigned or reassigned to this job at any time and may be modified to reasonably accommodate an individual with a disability or for other reasons.

[bookmark: P14_359]ESSENTIAL DUTIES AND RESPONSIBILITIES:

· Continuously and independently manages and develops the current operation.
· Provides general oversight of all JAMCO activities, manage the day-to day operations and assures a smoothly functioning branch.
· Stays informed of developments in the industry for appropriate management and administration of the daily activities in your area.
· Keep Senior Management informed on the important activities or anything that will impact JAMCO’s employees or the company.
· Identify challenges and opportunities, trends, issues, problems and activities and provide feedback
· Utilizes management skills to ensure quality decision making is evident in all aspects of your responsibilities.
· Oversees the financial activities of the branch including, budgeting, reporting, payroll and auditing as necessary.
· Identifies accountabilities for staff management and evaluates performance regularly.
· Works with Senior Management to focus on strategic planning short and long-term planning.
· Manages workflow to assist staff in balancing priorities, providing backup support if needed and otherwise ensuring that all work is accomplished with an appropriate sense of urgency and a can-do attitude.
· Establishes and promotes a work environment of empowerment, respect and trust while holding team members accountable.
· Establishes and maintains a work environment that retains and supports quality staff.
· Listens to staff in order to improve employment relations to generate employee involvement.
· Communicates any updates, or changes, that may affect staff or the branch to ensure awareness throughout the branch.
· Emits professionalism and respect to ensure proper leadership and a positive response from staff.
· Initiates, develops and maintains cooperative relationships with branch staff 
· Inspires and fosters a healthy work environment
· Reports back to the V.P. of Corporate Operations AND Corporate Controller.


Development of New Business
· Promotes JAMCO’s services to attract new business.
· Be involved in local industry associations and development foundations.
· Participates actively in identifying and soliciting sales prospects.
· Networks and utilizes effective marketing and communication to attract new business.
· Visits current customers or potential customers in both the U.S. and Mexico.
· Works on any current sales toward developing new sales
· Develops new business through our sales force by targeting strategic accounts.

[bookmark: P16_676]MINIMUM QUALIFICATIONS (Education, Training & Experience):		     
Bachelor’s degree from an accredited college or university in Public Administration, Business Administration, or related field. 
-AND- Four years experience in progressively responsible and varied office management or staff work in a public or private organization, including experience in personnel management, budgeting, or procurement, which include two years at a supervisory level. 
- OR - Associate’s degree from an accredited college or university in Business Administration or related field  
-AND- Seven years work experience of which two years would have been at a supervisory level in the area of executive office and/or related business areas. 

LICENSE AND CERTIFICATIONS:  (If license(s) or certification(s) is required to practice a trade or profession, you must attach a copy.  U.S. Customs Brokerage license preferred, but not required.

KNOWLEDGE, SKILLS AND ABILITIES:
· Knowledge of policies, laws, ordinances, and regulations, as it relates to our industry. 
· Knowledge of basic principles of accounting, personnel and administration. 
· Knowledge of part numbers and part usage and understand applications for use. Do we need this?
· Ability to read and interpret procedure, operations, safety and maintenance manuals. 
· Ability to have excellent verbal and written communication in English and Spanish.
· Ability to plan, direct, supervise and coordinate the work of subordinates. 
· Ability to exercise good judgment and discretion in applying and interpreting departmental policies and procedures.
· Ability to investigate any administrative problems, provide solutions and follow or develop procedures as necessary. 
· Ability to analyze, appraise and organize facts and evidence with the ability to present material clearly and logically in oral or written form. 
· Ability to take and follow directions from supervisor. 
· Ability to maintain good planning and organizational skills. 
· Ability to use computer hardware, various software programs and technologies
· Ability to maintain a valid Texas Driver License and a good driving record.
· Ability to maintain a positive working relationship with all co-workers and contacts.
· Required to comply with all JAMCO’s policies and procedures.
· Ability to follow all rules of telephone courtesy in all telephone communications
· Ability to perform other duties as assigned.


[bookmark: P20_818]


PHYSICAL REQUIREMENTS AND WORK ENVIRONMENT: Work in a non-climate controlled environment working closely with others and alone with light traveling required. Work involves rotating shifts and working extended workdays outside the regular working hours and on-call status; Work requires simple grasping, standing, sitting, climbing stairs and ladders, walking, carrying up to 15 pounds, and light lifting under 24 pounds. Ability to see, write, count, read, identify shade of colors, and hearing is needed to perform essential functions. 

I have reviewed these job requirements and verify that I can perform the essential functions of the job.

_____________________________________________			__________________
Employee Signature									Date


_____________________________________________			__________________
Human Resources Signature								Date
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