
MESCH CLARK & ROTHSCHILD PC 
 

BUSINESS MANAGER 
Job Description 

 
FLSA Status: Exempt 
 
SUMMARY: The Business Manager will have overall responsibility for all business functions of the firm. 

S/he will manage the operations of the law office to function smoothly and economically, and is 
expected to enhance the scope of the operation. Oversees and directs all business and operational 
functions, with an emphasis on financial management. Functions also include management of 
accounting and billing process, collection of receivables, communication with firm clients about 
financial arrangements, technology systems, oversight of personnel, implementation of 
administrative and personnel policies and procedures, procuring and implementing insurance 
programs, oversight of facilities management, and firm marketing. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES: “Essential functions” are primarily job duties that 

incumbents must be able to perform unassisted. 
 

I. FINANCIAL 
 

A. Prepares and monitors annual budget as well as long-term fiscal plans for the Firm.   
B. Directs the development, implementation and adherence to budgets and systems to achieve 

operating and financial objectives. 
C. Oversees and implements efficient and effective accounting, billing, and collections 

procedures.  
D. Forecasts and monitors profitability to assist in practice formation, focus and development.  
E. Administers annual wage and salary review of support staff; administers annual bonus 

program.  Monitors support staff salaries to ensure comparable job market salaries. 
F. Assesses, develops and administers financial and statistical reports. 
G. Maintains relationships with banking and other financial institutions. 
H. Serves as an Ad Hoc member on the 401(k) Profit Sharing committee; provides research, 

input and assistance as requested. 
I. Is versed in the daily processes and provides assistance and back-up in the accounting office, 

as needed 
 

II. TECHNOLOGY 
 

A. Responsible for the analysis, recommendations and implementation of technology systems 
used by the Firm, including, but not limited to, the network, accounting, litigation support, 
scanning, copying, databases, and marketing systems. 

B. Directs the outside technology contractor and oversees purchase of computer and 
telecommunications systems. 

C. Responsible for administration of telephonic systems. 
D. Oversees administration of computer system, including hardware, software, maintenance, 

policies and procedures, including implementing training of staff in these systems. 
E. Keeps abreast of new technology trends, computer equipment and software, and makes 

recommendations regarding upgrades and improvements to systems to maintain at peak 
performance. 

 



III. GENERAL MANAGEMENT  
 

A. Drives the strategic and tactical planning process; works with the management committee or   
managing shareholder to develop and operate the law practice. 

B. Researches, advises and negotiates the business, health and professional liability insurances, 
and ensures timely reporting and applications. 

C. Oversees the formation of a disaster preparedness policy. 
D. Participates at all shareholder and attorney meetings and serves as a resource to firm 

committees and practice groups. 
E. Stays current with law firm management practices, as well as those in other professional and 

industrial fields.      
F. Oversees creation and implementation of marketing strategies and plans for individual 

lawyers and the Firm.  
 

IV.  HUMAN RESOURCES  
 

A. Oversees the human resources functions of the Firm.   
B. Evaluates staff organizational structure to determine if it is optimal and in compliance with 

federal regulations; recommends changes as needed. 
C. Oversees the human resources function from human resources planning to performance 

planning and standards, staff orientation, staff evaluation, salary administration and staff 
development.  Oversees the study, recommendation, negotiation and administration of benefit 
programs and policies. 

D. Develops and maintains personnel-related statistical reports.  Analyzes and evaluates trends, 
and makes recommendations based on these trends.  Reviews monthly overtime reports and 
recommends actions to reduce overtime expenditures; recommends changes in work 
distribution and/or secretarial reassignment. Coordinate firm response to EEOC, ADA, 
workers’ compensation, unemployment claims, or other administrative charges. 

E. Oversees employee relations and resolutions of employee grievances. 
F. Recommends and reviews part-time and full-time support staffing levels. Responsible to 

advertise, interview, evaluate and hire qualified applicants.  
G. Develops personnel policies for consideration and inclusion in the Office Policies and 

Procedures Manual.  Maintains the Office Policies and Procedures Manual.  Ensures 
compliance with federal, state and local employment laws and regulations. 

H. Provides supervision to administrative staff.  Approves time cards for employees.  Ensures 
that all positions are staffed on a daily basis and provides for temporary relief as necessary.  
Regulates work flow within the office and allocates overflow. Coordinates team projects. 

I. Discusses general problems with and counsels supervisors within the Firm.   
J. Evaluates support staff periodically with individual and attorney/supervisor on a confidential 

basis.  Counsels staff who are not meeting Firm standards and discusses improvement 
methods.  Guides attorneys and supervisors through progressive discipline with individual 
staff members.  Receives and considers staff problems on a confidential basis and acts as 
liaison between the employees and their supervisors. Prepares, if necessary, confidential 
“memo to file” and/or probationary memo and review same with employee. 

K. Reviews and makes determination of requests for leaves of absence. Approves vacation 
requests and maintains schedule of staff vacations and backup support. Monitors use of PTO 
and other absences.  

L. Maintains all staff personnel files in a secure location. 
 
  



KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 
 

1. Thorough knowledge of administration, finance, data processing, office technology, and 
personnel management as normally acquired through a Bachelor’s degree in business 
administration, finance, personnel management or closely related field, or the equivalent 
experience. 
 

2. Ten plus years of responsible work experience with legal or other professional enterprise in order 
to gain experience in managing business operations, including planning, marketing, financial and 
personnel administration. 
 

3. Knowledge and experience in project management; ability to organize and prioritize numerous 
tasks and complete them under time constraints. 
 

4. Ability to identify and analyze complex issues and problems and to recommend and implement 
solutions. 

 
5. Superior written, oral and presentation communication skills. 

 
6. Interpersonal skills necessary in order to maintain effective relationships with partners, attorneys, 

clients and staff in person and by phone; to manage staff, facilitate and mediate individual and 
group meetings dealing with the law office operation. 
 

7. Interpersonal skills necessary in order to communicate with a diverse group of clients, attorneys, 
staff and vendors and provide information with ordinary courtesy and tact while safeguarding 
confidentiality. 
 

8. Work occasionally requires a high level of mental effort and working in a stressful environment 
when performing essential duties. Must be able to perform the essential duties of the position with 
time constraints, interruptions and stressed attorneys and staff. 
 

9. Ability to travel to private and public buildings locally and nationally via private or public 
conveyance to manage the Firm’s business. 
 

10. Able to use database software, spreadsheet and word processing software and equipment to 
complete analysis and reports. 
 

11. Work frequently requires more than 40 hours per week to perform the essential duties of the 
position. 

 
WORKING CONDITIONS: Normal office environment with some exposure to excessive noise, dust, 

and the like. 
 
 
The above is intended to describe the general content of and requirements for the performance of this job.  
It is not to be construed as an exhaustive statement of essential functions, responsibilities or 
requirements. 
 
 
 


