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Appliance Repair - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Office Manager will play a crucial role in our Appliance Repair operations, overseeing all administrative aspects, billing processes, and day-to-day office coordination. This role is integral to our business, ensuring smooth operations and contributing to our commitment to providing exceptional service to our clients.
2. Essential Duties and Responsibilities
1. Manage overall office administrative activities.
1. Coordinate the management of all office equipment.
1. Supervise administrative staff and divide responsibilities to ensure performance.
1. Manage phone calls and correspondence (e-mail, letters, packages etc.).
1. Oversee billing and invoicing processes.
1. Coordinate with team members to ensure smooth day-to-day operations.
3. Key Tasks / Daily Activities
1. Facilitate customer service interactions, resolving client issues and inquiries.
1. Process and track invoices and payments.
1. Ensure office supplies are maintained, including checking inventory and working with vendors.
1. Maintain and oversee all office administrative procedures.
4. Key Performance Indicators (KPIs)
1. Office Efficiency Rating: >85%
1. Invoice Processing Time: <2 days
1. Customer Satisfaction Rating: >4.5 stars
1. Employee Turnover: <10%
5. Required Qualifications and Skills
1. A Bachelor's degree in Business Management or a related field.
1. At least 3 years of experience in office management.
1. Proficiency in MS Office and office management software.
1. Excellent organizational and leadership skills.
6. Preferred Experience
1. Experience in the Appliance Repair industry or a similar home services sector.
7. Physical Requirements
1. Ability to lift up to 25 lbs.
1. Comfortable working in an office setting.
8. Work Environment and Schedule
1. Typical work hours: 9 a.m. to 5 p.m., Monday to Friday.
1. No travel or on-call duties required.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 per year.
1. Health, Dental, and Vision insurance.
1. 401k plan with company match.
1. Performance-based bonus structure.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we believe in fostering a growth-oriented environment where every team member is valued and has room for professional development. Our culture is built on teamwork, respect, and a relentless focus on customer satisfaction. We are more than a company; we are a family committed to each other's success and the success of our clients.
11. How to Apply
If you meet the above criteria and want to be part of a growth-oriented company focused on customer satisfaction, please send your resume to [INSERT EMAIL HERE] or apply online at [INSERT WEBSITE LINK HERE].
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