Quoddy Bay LNG

Pleasant Point LNG Terminal

ADMINISTRATION MANAGER

Status: Full Time Employee

Reports To: Facility Manager

Subordinates: 4 (administrative and accouning)

Location: Perry, Maine

Salary: $104000- $130000 Commensurate with Qudificationsand Experience
Benefits: Competitive Benefits and Retirement Program

Job Summary:

Manage the administrative ard fiscal activities of the plart. Plan and develop systemsand proceduresto
improve the quality and efficiency of the department. Supenise staff in accardance with compary
policies and procedures This position is regonsible for hiring, training, and coaching administrative

emgdoyees

Essential Duties and Responsibilities:
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Manage the administrative and fi scal acivitiesincluding budgets ard fi nancial goals.

Develop and maintain financial data bases computer software systemsand marual filing systems

Supenvise the input and handling of financial data and reports in the fi nancial systems
Review monthly budget, reverue, expense, payroll, invoices and other accainting documerts.
Monitor and review accainting and related systemreports for accuracy and completeress.

Planand develop systemsand proceduresto improve the quality and effi ciercy of the departmert.

Estahlish, maintain, and coordinate the implemertation of accounting control procedures
Interactwith internal and exterral auditors in completing audits.

Explain billing invoicesand accaunting policiesto staff, vendors and clients.

Reolve accounting discrepancies

Direct staff in the developmert, analysis, and preparation of reports.

Supenvise staff in accadance with compary policiesand procedures

Regonsible for staff scheduling of work assignmerts, emgoyeetraining, and vacations
Communicate administrative and fi scalinformation to other Supervisors and Managers
Other dutiesasassigned

Knowledge, Skills, and Abilities:
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Ability to read aralyze, and interpret gereral business periodicals, professional journals,
tecmical procedures or governmental regulations.

Ability to write reports, business corregpondence, and procedure manuals.

Ability to effectively present information and regond to quedions from groups of maragers
clients, customers, and the gereral public.

Prdicient in Word Processing software and Spreadsheet software.

Knowledge of offi ce proceses procedures and tecimology.

Experiencein managng administrative and accouning personné

Ability to readand interpret accaunting and fi nancial reports.




Education, Certificates, Licenses, Experience:
[1 Minimum High School diplomawith appropriate ard relevart experience
[1 Bactelor's Degreein Business Administration is highly desralde
71 Minimum five yearsexperience managng administrative staff

Work Environment:

The work environmert charecteristics described here are representative of those an employee encounters
while performing the essertial functions of this job. Reasonable accommodations may be made to enable
individuals with disahilitiesto perform the essertial functions.

While performing the duties of this Job, the emgdoyee is regularly exposed to work near moving
mecharical parts. The emgoyeeis frequertly exposed to outdoor weather conditions. The noise level in
the work ervironmert is usually moderatk.

Physical Demands:

The physical demards described here are representative of those that must be met by an employee to
succesfully perform the essertial functions of this job. Reawnade accommodations may be made to
eral eindividuals with disakilitiesto perform the essertial functions.

The employeemust frequently lift and/or move up to 50 pounds. While performing the dutiesof this Job,
the emdoyeeis regularly requiredto use hands to finger, handle, or feel, reachwith hands and armsand
talk or hear. The emgoyeeis frequertly required to stand; walk and sit. The emgdoyee is occasonally
requiredto climb or balance; stoop, kneel, crouch, or cram and tage or smell.



