
 
 

 
Office Manager/Bookkeeper | New Orleans 

 
Position Overview: 
Fishman Haygood, a growing boutique law firm with offices in New Orleans and Baton Rouge, is looking 
for an organized, energetic team player to join its New Orleans office as Office Manager/Bookkeeper. 
The successful candidate will be a self-starter who excels working in a team setting and maintains a 
strong desire to learn and grow. This position reports to the Chief Operating Officer (COO) but works 
primarily with the New Orleans office staff and attorneys. This is a full-time, non-exempt position with 
regular hours, Monday through Friday, from 8:30 a.m. to 5:00 p.m. 
 
Please submit your cover letter and resume to COO Brittanee Baer at bbaer@fishmanhaygood.com. 
 
Principal Duties and Responsibilities 
Bookkeeping Support: 

• Process accounts payable, including accurately processing financial transactions and paying 
invoices in a timely manner via bi-weekly checks runs 

• Process monthly credit card reconciliation in a timely manner 
• Assist with balancing general ledger by preparing month-end account reconciliations 

 
Office Support: 

• Supervise all general office needs 
• Pick up, sort, and distribute all incoming mail and packages daily 
• Collect outgoing mail from outboxes and bring to postal station daily 
• Coordinate drop-offs and pickups with FedEx and UPS, as needed 
• Contact building management for maintenance requests (e.g., lightbulb replacements) and 

disseminate announcements from building (e.g., parking garage updates, fire alarm testing, etc.) 
• Assist with filing and oversee file room maintenance and organization 
• Box files for offsite storage and coordinate with vendor for pickup, as needed 
• Serve as backup for receptionist during lunch breaks and absences, answering the phone and 

responding to general inquiries 
• Ensure that all shared office space is tidied, organized, and maintained regularly 
• Empty paper recycling bins at least once per week 

 
Office Supplies and Machines: 

• Maintain an office supply inventory and reorder supplies, as needed; ensure that copy rooms 
are clean and well stocked daily 

• Fill paper in copy machines and shared printers daily; also refill toner, empty hole punches, and 
troubleshoot printer issues, as needed 

• Serve as primary contact for and coordinate all office machine contracts, maintenance, and 
repair, e.g., printers 

 
New Hire Support: 

• Manage office key inventory and distribute keys to new staff members 
• Prepare offices for new hires, including cleaning and stocking the office with supplies 
• Update and distribute office map and office phone extensions list 
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Other duties as assigned. 
 
Required Competencies 

• Quick learner, able to learn new systems and procedures 
• Superb organizational skills and attention to detail 
• Excellent oral and written communication skills  
• Ability to manage multiple assigned tasks from inception through completion under tight 

deadlines 
• Ability to utilize the Firm’s technology and software with a focus on Microsoft Word and Excel 
• Self-starter, proactive in assisting staff and attorneys with tasks 
• Responsive to inquiries from staff, associates, and partners 
• Experience collaborating effectively with others 
• Demonstrated ability to work well with others as part of a team is a must 
• Five years of prior bookkeeping experience 
• Law firm experience preferred 

 


