
Job Title: Operations/Front Desk Manager 

Location: Abuja, Nigeria 

Experience: 3-5 Years 

Salary: Competitive 

Company Overview 

We are a dynamic tech company based in Abuja, dedicated to delivering innovative solutions in a fast-

paced, ever-evolving industry. We pride ourselves on fostering a collaborative, customer-centric, and 

results-oriented work environment. As we continue to grow, we are looking for an experienced 

Operations/Front Desk Manager to help streamline our daily operations and serve as the first point of contact 

for our visitors and staff. 

Position Summary 

The Operations/Front Desk Manager is responsible for overseeing the efficient day-to-day operations of our 

front desk and office environment. This role combines administrative oversight with exceptional customer 

service, ensuring a professional and welcoming atmosphere for both visitors and employees. The ideal 

candidate will possess strong organizational skills, a proactive approach to problem-solving, and a proven 

track record in operations management within a fast-paced setting. 

Key Responsibilities 

• Front Desk Management: 

• Serve as the primary point of contact for visitors, clients, and staff. 

• Greet and assist visitors, ensuring a positive and professional first impression. 

• Manage incoming calls, emails, and other communications efficiently. 

• Office Operations: 

• Oversee daily office operations, including facilities management, meeting room scheduling, 

and maintenance of office supplies. 

• Develop and implement administrative procedures and policies to enhance operational 

efficiency. 

• Coordinate with vendors, service providers, and building management to ensure a safe and 

well-maintained work environment. 

• Administrative Support: 

• Assist in organizing company events, meetings, and travel arrangements. 

• Provide operational support to various departments and assist with ad hoc projects as needed. 

• Prepare regular reports and updates on office performance and operational issues for senior 

management. 

• Team Leadership: 

• Supervise and mentor front desk and administrative staff, ensuring high levels of productivity 

and customer service. 

• Foster a collaborative and positive work environment through effective communication and 

leadership. 

• Compliance and Safety: 

• Ensure the office adheres to health and safety regulations and company policies. 



• Proactively address any operational challenges or conflicts in a timely manner. 

Qualifications & Skills 

• Education: 

• Bachelor’s degree in Business Administration, Management, or a related field. 

• Experience: 

• 3-5 years of relevant experience in operations management, front desk management, or office 

administration—experience in the tech industry is a plus. 

• Skills: 

• Exceptional communication and interpersonal skills. 

• Strong organizational and multitasking abilities with attention to detail. 

• Proficient in Microsoft Office Suite (Word, Excel, PowerPoint) and familiar with office 

management software. 

• Ability to work independently as well as collaboratively in a dynamic environment. 

• Customer-focused mindset with strong problem-solving skills. 

• Proven leadership skills with experience managing and motivating a team. 

Benefits 

• Competitive salary package. 

• Comprehensive benefits including health insurance and paid time off. 

• Opportunities for professional development and career growth. 

• A vibrant and innovative work environment with a focus on collaboration and excellence. 

How to Apply 

Interested candidates should submit their resume along with a cover letter outlining their qualifications and 

relevant experience to edenjobshro@gmail.com. Please include the subject line: "Operations/Front Desk 

Manager Application – [Your Name]". 


