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Basement Waterproofing - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Office Manager is the backbone of our operations, ensuring efficient and smooth day-to-day functions. This role supports our basement waterproofing team by managing administrative tasks, handling billing, preparing contract documentation, and maintaining organization. The Office Manager plays a crucial role in customer satisfaction and business growth.
2. Essential Duties and Responsibilities
1. Manage administrative tasks and day-to-day office operations.
1. Handle billing and invoicing, ensuring accuracy and timeliness.
1. Prepare and manage contract documentation.
1. Create and maintain organized systems and structures.
1. Support the basement waterproofing team in fulfilling their roles.
3. Key Tasks / Daily Activities
1. Respond to customer inquiries and resolve any issues.
1. Process invoices and payments.
1. Prepare contracts for new projects.
1. Organize team schedules and project timelines.
1. Maintain office supplies and equipment.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: 100%
1. Contract Turnaround Time: <48 hours
1. Customer Satisfaction Rating: >4.8 stars
1. Office Organization Efficiency: >95%
5. Required Qualifications and Skills
1. High School Diploma or equivalent.
1. At least 3 years of office management experience.
1. Proficiency in Microsoft Office Suite.
1. Excellent organization and multitasking capabilities.
1. Strong communication and customer service skills.
1. Self-motivated and able to work independently.
6. Preferred Experience
1. Experience in the home services or related industry.
1. Knowledge of basement waterproofing.
7. Physical Requirements
1. Able to sit and stand for extended periods of time.
1. Able to lift up to 20 pounds.
8. Work Environment and Schedule
1. Monday to Friday, 9:00 AM - 5:00 PM.
1. No travel required.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 per year.
1. Health, Dental, and Vision benefits.
1. 401k retirement plan.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we believe in growth and continuous improvement. We are dedicated to providing our employees with opportunities to develop their skills and advance in their careers. We maintain a culture of respect and teamwork, and we are committed to ensuring the satisfaction of our customers and the success of our team.
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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