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Builders / Developers - Commercial - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [Chief Operating Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing day-to-day office operations within a commercial building and development environment, ensuring seamless administrative tasks, efficient billing, accurate documentation, and effective coordination across departments.
2. Essential Duties and Responsibilities
1. Oversee daily administrative tasks and office coordination to support operational efficiency.
1. Manage billing processes and ensure timely invoicing and payment reconciliation.
1. Maintain and organize accurate documentation and records according to company protocols.
1. Serve as the primary point of contact for internal teams and external vendors.
1. Ensure compliance with industry regulations and company policies in all office operations.
3. Key Tasks / Daily Activities
1. Monitor and distribute office tasks to maintain smooth workflow throughout the day.
1. Process invoices and perform billing updates consistently and accurately.
1. Communicate regularly with commercial builders, developers, and other stakeholders.
1. Organize and file both digital and physical documents to ensure easy retrieval.
1. Provide prompt administrative support to management and cross-functional teams.
4. Key Performance Indicators (KPIs)
1. Invoice processing accuracy: Achieve a 99% accuracy rate.
1. Billing turnaround time: Complete billing within 24 hours.
1. Document management compliance: Maintain 95% adherence to documentation standards.
1. On-time task completion: Ensure 90% of daily office tasks are completed as scheduled.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration or a related field.
1. Minimum of 3 years of experience in administrative support or office management.
1. Strong proficiency in Microsoft Office Suite and office management software.
1. Excellent organizational skills with the ability to multitask efficiently.
1. Effective written and verbal communication skills.
6. Preferred Experience
1. Experience within the commercial construction, building, or home services industry.
1. Familiarity with project management software used in a construction or development setting.
1. Prior experience managing billing operations and regulatory compliance in an office environment.
1. A background in supporting senior management in fast-paced office settings.
7. Physical Requirements
1. Ability to lift up to 20 pounds on occasion.
1. Extended periods of sitting and frequent use of computers and other office equipment.
1. Working in a predominantly office-based environment with occasional site visits.
1. Adequate visual acuity to effectively manage digital and physical documentation.
8. Work Environment and Schedule
1. Typical work schedule is Monday through Friday, 8:30 AM – 5:30 PM.
1. Occasional extended hours may be required during peak billing or project periods.
1. Limited travel for meetings or training sessions is expected.
1. Work is primarily conducted on-site with opportunities for occasional remote work.
9. Compensation and Benefits
1. Salary range: $45,000 - $60,000 per year based on experience.
1. Performance-based bonus structure may be available.
1. Comprehensive health, dental, and vision insurance coverage.
1. 401(k) retirement plan with employer matching contributions.
1. Additional benefits include paid time off and professional development opportunities.
10. Company Culture and Overview
1. We cultivate a collaborative and inclusive work environment where every team member is valued.
1. Our company is dedicated to professional growth, innovation, and operational excellence in the commercial building sector.
1. We believe in aligning our team’s success with company achievements through transparency and accountability.
1. Our culture emphasizes continuous improvement, customer satisfaction, and a shared commitment to excellence.
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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