Career Sheet

MANAGEMENT & SUPERVISION

Chairperson:  Susan Cisco, (847) 635-1872, Rm. 3612DP

Email:  scisco@oakton.edu

Outlook and Trends

Employment of administrative services managers and supervisors is expected to grow about as fast as the average for all occupations through the year 2010.  Like other managerial positions, there are more competent, experienced workers seeking jobs than there are positions available.  However, demand should be strong for administrative services managers employed in management services and management consulting.  This is a result of public and private organizations continuing to contract out and streamline their administrative services functions in an effort to cut costs.

Continuing corporate restructuring and increasing utilization of office technology should result in a flatter organizational structure with fewer levels of management, reducing the need for some middle management positions.  However, the effects of these changes on employment should be less severe for administrative managers because of their variety of functions.  Middle managers who specialize in only certain functions will be more adversely affected.
NATURE OF THE WORK

Administrative services managers have a broad range of duties.  They coordinate and direct support services, which may include:  secretarial and reception; administration; payroll; conference planning and travel; information and data processing, mail; facilities management; materials scheduling and distribution; printing and reproduction; records management; telecommunications management; personal property procurement, supply, and disposal; security; and parking.

In small organizations, a single administrative services manager may oversee all support services.  In larger ones, however, first-line administrative services managers report to mid-level supervisors who, in turn, report to proprietors or top-level managers.  As the size of the firm increases, administrative services managers are more likely to specialize in one or more support activities.

SALARY RANGE

According to the chairperson, a management trainee without a degree can start at $30,000/yr. in the Chicagoland area.  With an AAS degree, sometimes they can start at $22-25,000/yr.

It is suggested that individuals do their own surveys of the employers in the local area in which they are interested for more localized, up-to-date information on salaries in this field.

GRADUATES OF THIS PROGRAM WILL BE ABLE TO:

1. Utilize information and training in the general areas of policy interpretation, goal setting, decision making, communications and motivation.

2. Seek supervisory positions and to enable those already in management to upgrade their supervisory skills and potential for growth.

3. Utilize on-the-job experience through the cooperative work experience which is built into the curriculum.
SKILLS USED:

· Persuading, negotiating, selling

· Coordinating work with others

· Supervising, directing, assessing

· Training, instructing

· Keeping records, cataloguing

· Planning, making decisions

· Developing budgets

· Analyzing numerical data

· Managing time/resources

· Verbal Communication (instruction/directives)

· Leadership

· Team building

EDUCATION AND TRAINING:

Small to mid-size companies or stores are more interested in skills than education, per se.  Managers in these settings tend to move up through the ranks as they acquire skills and experience.  However, large corporations or big department stores will usually require their management trainees to have an associate’s or  bachelor’s degree.

Please be aware that often the academic curriculum for an associates degree or certificate is very different from the bachelor’s degree.  See your counselor for details.

POSSIBLE OCCUPATIONAL TITLES:

Retail store manager

Office manager

Purchasing manager

Department supervisor

Administrative services manager

Human Resource Manager

Nonprofit Manager

CERTIFICATES AVAILABLE:

Management & Supervision Certificate (37 cr.)

Leadership Excellence Certificate (18 cr.)

Professional Consulting Cert. (18 cr.)

Human Resources Specialist Cert. (21 cr.)

ASSOCIATIONS:

American Management Association

National Management Association

Office and Professional Employees International

Union

Association of Purchasing Managers

Society of Human Resource Managers

FOR FURTHER INFORMATION SEE:

Additional career information on this industry and others is available in the Career Services and Student Services Centers, Room 1125 or 1130 in Des Plaines, or A105 at the Ray Hartstein Campus.

Printed material, videos, and databases (DISCOVER, HORIZONS, and SIGI+) can be utilized on a walk-in basis.  Career Counselors are also available by appointment to help you research occupations.  These Centers are open 8:30am-8:00pm Monday-Thursday and Fridays 8:30am-5:00pm

This information was collected from the Occupational Outlook Handbook, DISCOVER, SIGI+ and HORIZONS databases, as well as other career sources.
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