
 

A guide to Key Performance 
Indicators( KPIs) for the Office 

Manager 
 

Section 1: Instructions for using the KPI Guide in your 

Performance Management System 

 
●​ Identify the relevant KPIs: Depending on your role in the organization, you may 

want to focus on different KPIs. For example, HR professionals may want to track 
cost per hire, while managers may be more interested in the time-to-fill metric. 
 

●​ Determine the time frame: Decide on the time frame for tracking each KPI. For 
example, you may choose to track the number of qualified technical candidates 
sourced and engaged per month. 

 
●​ Collect the data: Collect the necessary data to calculate each KPI. For example, 

to calculate the candidate acceptance rate, you will need to  know the number of 
job offers accepted and the total number of job offers. 
 

●​ Calculate the KPIs: Use the formulas provided in the table to calculate each KPI. 
 

●​ Interpret the results: Once you have calculated the KPIs, interpret the results to 
evaluate the effectiveness of the performance management system. For 
example, if the time-to-fill metric is high, it may indicate that the recruitment 
process needs to be streamlined. 
 

●​ Use the results to make improvements: Regularly collect the necessary data for 
each KPI.  Keep track of the results over time to monitor performance, identify 
areas for improvement, and ensure compliance with regulations. Use the insights 
gained from the KPIs to make improvements to the performance management 
system. For example, if the candidate satisfaction rate with the recruitment 
process is low, consider making changes to improve the candidate experience. 
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Section 2: Key Performance Indicators For Office Manager 

 
KPI Detailed Description Formula 

Employee 
Productivity 

This KPI measures the overall 
efficiency and productivity of the 
administrative staff. 

(Total Output / Total Hours 
Worked) * 100 

Meeting 
Punctuality 

This KPI assesses how well the 
office manager and administrative 
staff adhere to meeting schedules. 

(Number of Meetings Started on 
Time / Total Number of 
Meetings) * 100 

Communication 
Response Time 

This KPI evaluates the speed at 
which the office responds to 
internal and external 
communications. 

(Total Time Taken to Respond to 
All Communications / Total 
Number of Communications) 

Vendor 
Satisfaction 

This KPI measures the satisfaction 
level of vendors with the office's 
interaction and services. 

(Sum of Vendor Satisfaction 
Scores / Total Number of 
Vendors) 

Policy and 
Procedure 
Compliance 

This KPI assesses how well 
employees comply with office 
policies and procedures. 

(Number of Policy and 
Procedure Violations / Total 
Number of Employees) * 100 

Budget Variance 

This KPI tracks the difference 
between budgeted and actual 
expenses. 

(Actual Expenses - Budgeted 
Expenses) / Budgeted Expenses 
* 100 

Staff Turnover 
Rate 

This KPI measures the rate at 
which administrative staff leave the 
company. 

(Number of Employees Who Left 
/ Average Number of 
Employees) * 100 

Office Supplies 
Cost per 
Employee 

This KPI evaluates the average 
cost of office supplies per 
employee. 

Total Office Supplies Cost / Total 
Number of Employees 
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Customer 
Satisfaction 

This KPI assesses the satisfaction 
level of internal and external 
customers with office services. 

(Sum of Customer Satisfaction 
Scores / Total Number of 
Customers) 

Efficiency of 
Information Flow 

This KPI measures how well 
information flows within the 
company. 

(Number of Information 
Bottlenecks / Total Number of 
Information Transfers) * 100 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
Click here to get the most up-to-date version of this SOP 

 

http://www.membership.chrmp.com

	A guide to Key Performance Indicators( KPIs) for the Office Manager 
	Section 1: Instructions for using the KPI Guide in your Performance Management System 
	Section 2: Key Performance Indicators For Office Manager 
	 


