	Monday
	Tuesday
	Wednesday 
	Thursday 
	Friday

	
· Check Dropbox
· Check Emails
· Reconcile the bank accounts
· [bookmark: _GoBack]Schedule staff into Simpro/Fergus
· Importing of wholesales invoices
· 
· Debt collection 
· Client phone calls, queries and client bookings
· Enter wholesalers invoices
· Check emails
· 
· Customer invoicing, Scanning COC’s and attaching piecing things together, incoming and outgoing mail
· Check emails
· Check calendar and phone or text reminder to clients of their booked appointment.
	
· Check Dropbox
· Check Emails
· Reconcile the bank accounts
· Schedule staff into Simpro/Fergus
· Importing of wholesales invoices
· 1
· Time Sheets checked to GPS Reports. Wages into Payroll.
· Client phone calls, queries and client bookings
· Genesis invoices & queries 
· 1
· Customer invoicing, Scanning COC’s and attaching piecing things together, incoming and outgoing mail
· Check emails
· Check calendar and phone or text reminder to clients of their booked appointment.

	
· Check Dropbox
· Check Emails
· Reconcile the bank accounts
· Schedule staff into Simpro/Fergus
· Importing of wholesales invoicesMorning Tea

· 1
· Finalise Wages 
· Client phone calls, queries and client bookings
· Chase Wholesaler invoices & credits
Lunch

· Check emails
· Enter wholesaler invoices
· Customer invoicing, Scanning COC’s and attaching piecing things together, incoming and outgoing mail
· Chase missing receipts
· Check calendar and phone or text reminder to clients of their booked appointment.
	
· Check Dropbox
· Check Emails
· Reconcile the bank accounts
· Schedule staff into Simpro/Fergus
· Importing of wholesales invoices
· 1
· Debt collection 
· Client phone calls, queries and client bookings
· Check emails
· Quoting
· 1
· Customer invoicing, Scanning COC’s and attaching piecing things together, incoming and outgoing mail
· Chase missing receipts
· Check calendar and phone or text reminder to clients of their booked appointment.



	
· Check Dropbox
· Check Emails
· Reconcile the bank accounts
· Schedule staff into Simpro/Fergus
· Importing of wholesales invoices
· 
· Client phone calls, queries and client bookings
· Enter wholesalers invoices
· Check emails
· Shredding

· Office Files Backup
· Tidy and Clean office
· Filing
· Customer invoicing, Scanning COC’s and attaching piecing things together, incoming and outgoing mail
· Quoting
· Check emails
· Check calendar and phone or text reminder to clients of their booked appointment.


[image: ]Office Manager Daily / Weekly / Monthly Task List

	Monthly Tasks

· Payables statements reconcile to Xero
· Receivable statements (with debt collection and reconciling Xero to SimPRO) Client phone calls and checking emails moved to afterwards using customer invoicing time.
· Vehicle maintenance, registrations, WOF’s, services and road users and maintaining GPS system.
· Stationary shopping
· Clean up old computer files and Simpro leads.
· Job schedule to check to kitchens received.
· GST preparation, checking and filing. Due 15 January 2017 next and then 28th February 2017 and every 2 months thereafter. 




	Bi Monthly Tasks
· 



	Quarterly Tasks
· Liase with accountant and gather information for accountant 



	Annual Tasks
· ACC
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