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In today’s  fast-paced business world,  efficient  business office management is
more critical than ever.

Since the dawn of the industrial revolution, office management has undergone
numerous transformations along with the ever-changing business landscape.
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This blog post will explore how office management has evolved, delve into various
types of offices, and provide practical best practice guidelines for modern office
management, including innovative software solutions.

What Is Office Management?
Office  management  refers  to  the  administration  of  key  processes  related  to
running  an  office.  It  includes  overseeing  scheduling,  planning,  organizing,
staffing,  budgeting,  communication,  and  problem-solving  tasks.

The role of an office manager is to ensure that these processes are carried out
efficiently to optimize productivity and improve overall office operations.

The Evolution of Office Management
The history of office management dates back to the early 1900s when secretaries
typically performed essential office work like typing, filing, and bookkeeping.

Over time, businesses grew more complex, as did the roles and responsibilities of
office managers.

With technological advancements and the prevalence of telecommunication, office
management  shifted  towards  collaboration,  communication,  and  a  focus  on
employee well-being.

Educational  Requirements  for  an  Office
Management Position
Office managers typically require an associate’s or bachelor’s degree in business
administration, management, or a related field. They may also have relevant work
experience in the field or a similar role in place of formal education.

Some employers may prefer candidates with additional certifications, such as a
Certified Office Manager (COM) certification by the International Association of
Administrative Professionals (IAAP) or a Certified Manager (CM) certification by
the Institute of Certified Professional Managers (ICPM).
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These  certifications  demonstrate  an  additional  level  of  expertise  and
professionalism  in  office  management.

While formal education is important, an individual’s skills and experience may be
just as significant for a successful career as an office manager.

A combination of education, certification, and other relevant experience can be a
significant advantage in a competitive job market.

Office Manager Skills
Office managers are often the unsung heroes of many businesses. 

They handle the day-to-day operations that keep a business running smoothly,
from managing paperwork and ordering supplies to customer service inquiries
and planning meetings.

It  takes  a  special  type  of  person  to  do  all  this  and  more;  someone  who is
organized, efficient, and can juggle multiple tasks at once.

Organizational Skills
Organizational skills are essential for any office manager. A good office
manager needs to be able to find files quickly, keep track of deadlines,
prioritize  tasks,  and  manage  multiple  projects  without  getting
overwhelmed.

If your office manager is organized, they’ll ensure everything runs like
clockwork—which makes a huge difference in efficiency.

Communication Skills
Effective office managers need strong communication skills to interact
with customers, colleagues, vendors, and other stakeholders.

They should be able to explain complex concepts simply but effectively, so
everyone understands them. Good communication also means listening
attentively and asking questions when necessary to get the information
required for a project or task.



Problem-Solving Skills
Office  managers  have many tasks  that  require  problem-solving.  From
troubleshooting technical issues with printers or computers to resolving
conflicts between coworkers or customers, an effective office manager
needs  strong  problem-solving  skills  to  develop  solutions  quickly  and
efficiently.

They  also  need  good  critical  thinking  skills  to  anticipate  potential
problems  before  they  arise  so  that  they  can  take  proactive  steps  as
needed.

Time Management Skills
Effective  time  management  is  critical  for  office  managers  because  it
enables them to prioritize and complete tasks efficiently. The ability to
prioritize tasks ensures that critical and urgent tasks are attended to first.

This allows the office to function smoothly and on schedule. In addition,
prioritization allows the office manager to plan to allow adequate time for
important projects or initiatives.

Proper time management also means knowing how to allocate resources
properly, including time, staff, and budget.

Successful  office  managers  are  often  tasked  with  juggling  many
responsibilities  and must  know how and when to  delegate  tasks  and
manage their time to avoid overloading themselves.



What Does an Office Manager Do?
The duties of an office manager can vary widely depending on the size and type of
organization.

Generally, they are responsible for overseeing or performing a variety of tasks,
these may include:

Managing payroll and other financial operations
Taking inventory and ordering supplies
Setting up administrative procedures
Organizing meetings and conferences
Providing customer service support
Maintaining office equipment
Coordinating the work of other staff members

Additionally, office managers may train new employees and assist with human
resources tasks such as recruitment and benefits administration.

In addition to daily administrative tasks, office managers are often tasked with
implementing long-term strategies that help create a more productive workplace.

They may also be responsible for developing effective policies and procedures,
tracking performance metrics to ensure goals are being met, creating reports
detailing the progress of projects and tasks,  handling customer inquiries and
complaints, and working with external stakeholders.



They  must  be  able  to  multi-task  efficiently  while  remaining  organized  and
professional. 

They should  also  understand recruitment  and benefits  administration well  to
ensure that the office complies with all legal requirements.

Finally,  office  managers  must  be  pleasant  when  working  with  internal  and
external stakeholders. 

With  these  skills,  an  office  manager  can  create  a  productive,  positive  work
environment for employees.

Types of Office Managers
Several common types of office managers can be distinguished, depending on the
organization:

Traditional Office Manager
This office manager is responsible for managing administrative functions,
such as budget management, arranging office services, and implementing
policies, procedures, and systems.

Executive Office Manager
This office manager focuses solely on supporting top-level executives or
senior  management.  They  are  responsible  for  all  the  administrative
functions associated with running the office of the executive team.

Financial Office Manager
This  office  manager  typically  manages  the  financial  aspects  of  an
organization,  including  accounting,  bookkeeping,  payroll,  and  tax
compliance.

HR Office Manager
This  office  manager  handles  human resources  management  functions,



such as recruitment, employee relations, leave management, and benefits
administration.

Legal Office Manager
This office manager handles the office administration for a law firm. They
oversee  the  administrative  staff,  manage  the  law  firm’s  budget  and
finances,  organize  files  and documents,  implement  office  policies  and
procedures, and handle client relations.

Medical Office Manager
This office manager oversees the daily operations of a healthcare office,
including clinics, hospitals, and private practices.

They manage budgets, schedule appointments and procedures, maintain
patient  records,  supervise  office  staff,  establish  office  policies  and
procedures,  ensure  compliance  with  regulations  and  laws,  manage
medical  billing  and  coding  processes,  and  maintain  supplies  and
equipment.

Virtual Office Manager
This office manager manages a remote team in a virtual capacity. They
should possess excellent communication skills, be self-directed, and have
experience in effectively managing remote teams.



Office  Environment  Types:  From
Traditional  to  Virtual

Traditional Offices
The classic workspace comprises cubicles, private offices, and open floor
plans. Office managers in these settings typically oversee various tasks,
including  equipment  maintenance,  space  allocation,  and  utility
management.

Remote or Virtual Offices
The increasing preference for flexible work arrangements gave rise to
distributed workforce teams and home-based employees.

Office  managers  have  had  to  adapt  and  develop  new  strategies  for
efficient communication and collaboration when managing remote team
members by leveraging cloud-based technology.

They face specific remote working challenges faced by employers. this
includes  managing  procurement  for  remote  teams  and  helping  staff
manage their mental health while working remotely.
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Co-working Spaces
Shared workspaces offer a cost-effective solution for businesses seeking
flexible, professional environments. In this setting, an office manager may
liaise  with  the  co-working  space  provider  for  accommodation  needs,
administrative support, and event organization.

Today’s office managers are an integral part of business management. Without
their support, businesses struggle to remain organized and profitable.

Software for Office Management
Many software options are available today for office management, each with its
own  features  and  benefits.  Depending  on  your  business,  you  may  have  any
number of programs, including more niche and specialized options.

Workspace Suites
The most obvious example will be Microsoft Office, or Microsoft 365 as
the cloud version is  now known. Also,  the Google alternative,  Google
Workspace, has gained a lot of traction.

Formerly  known  as  G  Suite,  Google  Workspace  offers  a  suite  of
collaboration and productivity tools that includes Gmail,  Google Drive,
Google Docs, Sheets, and more. These tools allow teams to collaborate on
documents, spreadsheets, and presentations in real time.

Many offices use Google Workspace as an alternative to Microsoft Office
since it has a complementary product for each in the Office suite. For
instance, Gmail replaces Outlook, Docs replaces Word, Sheets replaces
Excel, and Slides replaces Powerpoint.

Note-Taking and Task Tracking Apps
Evernote is a note-taking app that allows you to save and organize your
notes, ideas, and tasks in one place. You can use it to capture information
from the web, add tags, and create notebooks to organize your notes.
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While  Evernote  can  also  be  used  for  organizing  tasks.  Tools  that
incorporate a Kanban format, like Trello, will generally be more useful for
task management.

Video Conferencing Tools
Zoom became synonymous  with  video  conferencing  during  the  Covid
pandemic. It has placed itself as a leader for video conferencing software
but other tools, like Microsoft Teams, are growing in popularity to fill this
roll.

Zoom is  a  video conferencing tool  that  allows you to  conduct  virtual
meetings  and  webinars.  It  provides  features  such  as  screen  sharing,
recording,  and  virtual  backgrounds  to  make  communicating  and
collaborating  with  remote  team  members  easier.

Communications and Collaboration Tools
Slack is a communication and collaboration platform designed for teams
of  all  sizes.  It  provides  chat  rooms for  teams or  departments,  direct
messaging between team members, and voice or video chat for calls.

Microsoft Teams offers similar functionality and has grown in popularity,
especially  where  businesses  are  already  using  the  Microsoft  suite  of
software.

Slack also offers a range of integrations that allow you to connect it to
other tools and services like Trello, Asana, Google Drive, and more.

CRM
CRM  tools  are  essential  for  effectively  running  sales  and  marketing
initiatives.

HubSpot offers an all-in-one marketing, sales, and service platform. Its
CRM offers a range of features, including contact management, email
marketing, social media management, content management, and more.
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With HubSpot, you can manage all your marketing, sales, and customer
data in one place and automate tasks to save time.

Accounting Software
Accounting  software,  or  an  ERP  that  incorporates  accounting
functionality,  is  an  essential  tool  for  running  a  business.

QuickBooks  Online  and Xero  are  examples  of  cloud-based accounting
software that makes it easy to manage your business finances.

Using these tools you can track expenses, manage invoices and payments,
and view reports on your financial performance. QuickBooks also offers
payroll, inventory management, and tax preparation features to help you
manage your finances more efficiently.

Both  also  integrate  with  other  tools,  like  PLANERGY  for  Spend
management  and  AP  Automation.

Spend Management Software
Ensuring spend is managed with correct approval processes ensures only
correct purchases are made adhering to budgets and internal controls for
purchasing.

PLANERGY  spend  management  software  incorporates  AP  Automation
software,  so  when  processing  invoices  it  is  much  easier  to  approve
invoices with all the procurement data available.
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Best  Practices  for  Modern  Office
Management

Adopt Agile Work Environments
Embracing  agility  in  workspace  design  or  management  style  helps
businesses  adapt  to  change  and  cater  to  diverse  employee  needs.
Depending  on  your  office  type,  this  could  include  reconfigurable
workstations,  remote  work  policies,  or  access  to  shared  spaces.

Enhance Communication
With modern office layouts and remote teams, effective communication is
essential. Utilize team messaging apps, video conferencing, and project
management software to streamline communication and ensure everyone
is in sync.

Focus on Employee Wellness
Investing  in  employee well-being can lead to  higher  productivity  and
increased retention. Consider offering standing desks, ergonomic office
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furniture, stress management workshops, or flexible work schedules to
promote a healthy work-life balance.

Implement  Efficient  Filing  and  Record
Keeping
A well-organized filing system minimizes operational inefficiencies and
reduces misplaced or lost documents risk. Opt for digital and physical
storage solutions backed up in secure cloud-based platforms.

Leverage  Time  and  Task  Management
Software
Time and task management tools simplify scheduling, prioritize tasks, and
monitor progress. Choose software solutions that best align with your
team’s needs to optimize productivity and efficiency.

Encourage Employee Development
Providing employee growth and development opportunities contributes to
overall  office  morale  and  performance.  Create  a  learning  culture  by
offering regular training, workshops, or career development resources.
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Modern Office Management Needs Strong
Managers
Modern  office  management  is  intricate,  demanding  a  balance  of  efficiency,
productivity, and employee well-being.

By understanding the evolution of  office management and implementing best
practices, business owners and procurement professionals can create a robust
and adaptable work environment that promotes success in the changing business
world.

What’s your goal today?
1.  Use  PLANERGY to  manage  purchasing  and  accounts
payable
We’ve  helped  save  billions  of  dollars  for  our  clients  through  better  spend
management,  process  automation  in  purchasing  and  finance,  and  reducing
financial risks. To discover how we can help grow your business:

Read our case studies, client success stories, and testimonials.
Visit  our  Accounts  Payable  Automation  Software  page  to  see  how
PLANERGY can automate your AP process reducing you the hours of
manual processing, stoping erroneous payments, and driving value across
your organization.
Learn about us, and our long history of helping companies just like yours.

Book a Live Demo

2. Download our guide “Preparing Your AP Department For
The Future”
Download a free copy of our guide to future proofing your accounts payable
department. You’ll also be subscribed to our email newsletter and notified about
new articles or if have something interesting to share.
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download a free copy of our guide

3. Learn best practices for purchasing, finance, and more
Browse  hundreds  of  articles,  containing  an  amazing  number  of  useful  tools,
techniques,  and  best  practices.  Many  readers  tell  us  they  would  have  paid
consultants for the advice in these articles.
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