
 
JOB DESCRIPTION 

Position Title:  Office Manager 
Reports to:    Seth McKeel, Managing Partner 
Wage Class:  Salary 
Hrs/Wk:  40 

Job Responsibilities Summary: Provide administrative support to lobbyists, assist with various administrative tasks, and 
coordinate social media efforts 
 
A. Primary Responsibilities: 

1) Office Manager 
a) Open office and close, as needed 
b) Answer telephones 
c) Greet guests, prepare drinks for guests upon arrival (coffee, water, etc.) 
d) Check post office box daily 
e) Prepare Fed Ex packages and mail items, as needed  
f) Order and set up/clean up for in-office breakfasts and lunches 
g) Maintain a list of, and secure, office supplies and groceries, as needed 
h) Deliveries, as needed 
i) Assist with research projects 
j) Maintain contacts database (input business cards and info into database) 
k) Review the weekly RFP emails for clients/potential clients 
l) Review County and City RFP webpages for drafts or new RFPs 
m) Review County agendas as they come out 
n) During Session, manage lobbytools, send client updates, advise partners as to relevant deadlines, 

calendar committee hearings 
 

 2)  Administrative Assistant  
   a)  Assist lobbyists with calendars 
   b) Coordinate travel arrangements 
   c) Schedule and confirm meetings 

   d)  Complete monthly credit card allocation and documentation for lobbyists, as well as personal 
expense reports 

   e) Prepare presentations 
   f) Prepare correspondence 
   g) Maintain files on each client for individual lobbyists 
   h) Prepare necessary updates for client reports 
   i) Draft client contracts and process upon receipt 
   j) Process client renewals and terminations 
   k) Prepare and expense invoices to clients for reimbursement 
   l) Prepare weekly staff meeting agenda, take notes during meetings,  

 and send list of action items following meeting; make sure each lobbyist is on task with their 
assignments 

   m) Ensure office equipment, cell phones, Internet, copier, etc. are in good    working 
order and troubleshoot issues, when necessary 

 
 3) Social Media Management  
   a) Update Twitter and LinkedIn accounts 
   b) Coordinate white paper creation for lobbyists 
   c) Schedule distributions and maintain social media accounts 

 
4) Lobbyist Registration 

a) Complete local lobbyist registration forms and submit, maintaining a hard copy 



b) Keep lobbyist registrations up to date for each governmental entity 
c) Complete cancellation form to withdraw lobbyist(s) from local government entities and submit 

accordingly 
d) File a copy of all lobbyist registration forms submitted in client’s folder 
e) Submit local reports and provide electronic copy to USSG Support Services 
f) Maintain master list of all local registrations, by lobbyist and client 

 
          5) Update Client Lists 

a) Maintain master client contact list 
b) Maintain database for electronic announcements and Holiday cards/gifts 

 
B. General Duties: 

 
1. Utilizes supplies and equipment properly and without waste. 
2. Thinks and acts calmly and logically to meet unusual occurrences of the job without being thrown off 

stride. 
3. Performs any miscellaneous work assignments that may be required. 

 
C.  Job Requirements: 
 

1. Confidentiality:  Maintains complete confidentiality related to SSG’s business. 
2. Education:  Subject to applicant’s overall experience. 
3. Experience:  Requires minimum one year of administrative experience.  Employee must demonstrate 

strong ability to operate computer using Microsoft Office applications, including Word, Excel, and 
Outlook. 
a. Demonstrates excellent organizational and communication skills (both verbal and written skills).   
b. Excellent ability to handle multiple tasks including follow-up and prioritizing as appropriate. 
c. Excellent people oriented skills. 
d. Ability to take significant amounts of disparate information and provide a synopsis for lobbyists 

review, such as agendas and government documents. 
e. Ability to communicate in Spanish verbally and in writing, preferred.  

3. Physical Demands: Primarily sedentary in nature with occasional lifting of approximately 35 pounds with 
occasional lifting of large objects.  

4. Travel:  In-city travel may occasionally be required. 
5. Working Conditions: Primarily inside in well-lighted, well-ventilated areas and computer screen usage. 
6. General Requirements: Must be capable to execute all terms and conditions set forth in the SSG policies 

and procedures manual, including, but not limited to: 
a. Works in a safety conscious manner, which insures that safe work practices are used in order not 

to pose a risk to self or others in the workplace. 
b. Complies with SSG policies and procedures, and local, state, and federal regulations. 
c. Interacts in a tactful, diplomatic, and humanistic manner with supervisors, guest/visitors, and co-

workers. 
d. Maintains a dependable attendance record. 
e. Dresses in a professional manner. 
f. Communicates eloquently and maintains proper office decorum.  

 
 
 
If Interested Please Contact: 
 
 Seth D. McKeel, Jr., Managing Partner 
 Southern Strategy Group of Tampa Bay, LLC 
 mckeel@sostrategy.com 

mailto:mckeel@sostrategy.com


 813.563.4100 


