
 

 

Title:    Office  Coordinator   
Classification:    Full-time non-exempt ; Onsite  
Department :   Operations  
Reports to:   Director of Operations  
 
Objective:    As the Office Coordinator at FP Transitions, you will create an exceptional workplace 
experience by ensuring our office operates efficiently, professionally, and seamlessly each day. 
You will serve as the operational hub for our team, coordinating office operations, supporting 
employees and leadership, welcoming clients and visitors, and anticipating the needs of the 
business before they arise.  
 
Role Summary:    Working closely with the Director of Operations and leadership, you own day -to-
day office operations, coordinate vendors and facilities, support executive initiatives, plan 
employee events, and manage workplace logistics. You serve as a flexible resource w ho steps in 
to assist departments during high -workload periods while maintaining the exceptional service FP 
Transitions is known for. This role demands exceptional communication, organization, sound 
judgment, and the ability to independently manage competing priorities while continuously 
seeking ways to improve the employee and client experience.  
 
Ideal Candidate:    You are an outgoing, organized, resourceful professional who thrives on 
creating structure and helping others succeed. You balance multiple priorities with ease, adapt to 
changing business needs, and take ownership of projects from start to finish. Your ba ckground 
includes experience in office administration, workplace operations, executive support, hospitality, 
or project coordination. You communicate professionally, maintain exceptional attention to detail, 
and exercise sound judgment with confidential in formation. Above all, you are naturally proactive 
and anticipate needs before they become problems, taking pride in creating an organized, 
welcoming, and efficient workplace for everyone you support.  
 
Essential Functions :  
Workplace Operations  
• Manage the daily operations of the office to ensure a clean, organized, and productive 

workplace  including maintaining shared workspaces, conference rooms, kitchens, and 
common areas . 

• Coordinate office supplies, equipment, inventory, shipping , and vendor relationships.  

• Coordinate local office errands and operational needs, including supplies, equipment, meals, 
mailings, and technology -related pickups or deliveries.  

Front Office & Workplace Experience  
• Serve as the first point of contact for clients, candidates, vendors, and visitors.  

• Coordinate onsite meetings, guest arrivals, workspace preparation, catering, and hospitality.  

• Respond to client, candidate, vendor, and visitor inquiries in a timely, professional manner, 
providing assistance or escalating issues as appropriate.  

Executive & Administrative Support  
• Provide administrative support to executives, including scheduling meetings, coordinating 

logistics, and assisting with special projects.  

• Support leadership initiatives and company -wide operational priorities as assigned.  

Culture & Employee Experience  
• Coordinate employee events, celebrations, recognition programs, onboarding activities, and 

office traditions.  

• Foster a positive, engaging workplace culture for onsite and remote employees.  

• Manage company gifts and employee appreciation initiatives.  



 

 

Operational Support  
• Provide overflow administrative support to departments as business needs require.  

• Identify and address potential issues or roadblocks that may arise during the client's or FP 
team's journey, working proactively to find solutions  

• Maintain accurate records within Salesforce and other business systems.  

• Use company technology platforms effectively and provide basic troubleshooting or 
coordination support for employees, clients, and visitors as needed.  

Process Improvement  
• Identify opportunities to improve office operations, workplace efficiency, and the employee 

experience.  

• Document and maintain standard operating procedures.  

• Recommend process improvements that create a more effective workplace.  

 
Education and Experience:  
Required  
• Minimum 3 years of experience in office administration, hospitality, workplace operations, 

project coordination, or related roles.  

• Strong organizational, communication, and time management skills, with the ability to 
manage multiple priorities while maintaining professionalism and confidentiality.  

• Strong  computer skills . Proficiency with Microsoft Office and business technology platforms.  

• Personal vehicle and driver’s license in good standing.  

Preferred  
• Experience in wealth management or financial services.  

• Experience with Salesforce, Slack, Zoom, and other workplace technologies.  

• Experience supporting executives, coordinating events, or managing vendors and facilities.  

Compensation and Benefits:  
• $26.44 to $3 1.00/hour DOE  

• Company lunches, snacks,  and team-building events  

• Medical, Vision, Dental, 401k with 25% employer match.  

• Company holidays (including employee’s birthday) and accrued PTO.  

Physical factors & working conditions:  Professional office environment, onsite, minimal travel 
required .  


