
 
Pleasant Point LNG Terminal 

 
ADMINISTRATION MANAGER 

 

Status:   Full Time Employee 
Reports To:  Facility Manager 
Subordinates: 4 (administrative and accounting) 
Location:   Perry, Maine 
Salary:  $104,000 - $130,000 Commensurate with Qualifications and Experience 
Benefits:  Competitive Benefits and Retirement Program 
 
Job Summary:  
Manage the administrative and fi scal activities of the plant. Plan and develop systems and procedures to 
improve the quality and efficiency of the department. Supervise staff in accordance with company 
policies and procedures. This position is responsible for hiring, training, and coaching administrative 
employees. 
 
Essential Duties and Responsibilities: 

� Manage the administrative and fi scal activities including budgets and financial goals.  
� Develop and maintain financial data bases, computer software systems and manual fi ling systems.  
� Supervise the input and handling of financial data and reports in the financial systems.  
� Review monthly budget, revenue, expense, payroll, invoices, and other accounting documents.  
� Monitor and review accounting and related system reports for accuracy and completeness.  
� Plan and develop systems and procedures to improve the quality and effi ciency of the department.  
� Establish, maintain, and coordinate the implementation of accounting control procedures.  
� Interact with internal and external auditors in completing audits. 
� Explain billing invoices and accounting policies to staff, vendors and clients.  
� Resolve accounting discrepancies.  
� Direct staff in the development, analysis, and preparation of reports.  
� Supervise staff in accordance with company policies and procedures.  
� Responsible for staff scheduling of work assignments, employee training, and vacations 
� Communicate administrative and fi scal information to other Supervisors and Managers  
� Other duties as assigned.  

 
Knowledge, Skills, and Abilities: 

� Ability to read, analyze, and interpret general business periodicals, professional journals, 
technical procedures, or governmental regulations.   

� Ability to write reports, business correspondence, and procedure manuals.   
� Ability to effectively present information and respond to questions from groups of managers, 

clients, customers, and the general public. 
� Profi cient in Word Processing software and Spreadsheet software. 
� Knowledge of offi ce processes, procedures, and technology.  
� Experience in managing administrative and accounting personnel  
� Ability to read and interpret accounting and financial reports.  



 
 
Education, Certificates, Licenses, Experience: 

� Minimum High School diploma with appropriate and relevant experience 
� Bachelor's Degree in Business Administration  is highly desirable  
� Minimum fi ve years experience managing administrative staff 

 
Work Environment:  
The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
While performing the duties of this Job, the employee is regularly exposed to work near moving 
mechanical parts. The employee is frequently exposed to outdoor weather conditions. The noise level in 
the work environment is usually moderate. 
 
Physical Demands: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
The employee must frequently lift and/or move up to 50 pounds. While performing the duties of this Job, 
the employee is regularly required to use hands to finger, handle, or feel; reach with hands and arms and 
talk or hear. The employee is frequently required to stand; walk and sit. The employee is occasionally 
required to climb or balance; stoop, kneel, crouch, or crawl and taste or smell. 
 


