
 
Job Classification Description 

 

SITE OFFICE MANAGER/CCV Grade 10 

Non-Bargaining Unit       Exempt 
 

BASIC FUNCTION 
To manage the daily business operations of a CCV site office. 

 

CHARACTERISTIC DUTIES & RESPONSIBILITIES 

• Plan, coordinate and supervise daily site office business operations,  including: paperwork 

processing; site bookkeeping/accounting functions; recordkeeping (manual and 

computerized) and reporting; general office/ secretarial support to site coordinators. 

• Supervise one to two clerical employees as well as student assistants: interview and 

advise on hiring; train new employees; plan and issue daily work assignments; monitor 




