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Carpet Cleaning / Floor Care - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
As an Office Manager in our Carpet Cleaning / Floor Care department, you will play a vital role in ensuring smooth operations by overseeing all administrative tasks, billing, and office organization. Your contributions will directly impact our efficiency, productivity, and overall customer satisfaction.
2. Essential Duties and Responsibilities
1. Oversee all administrative tasks to ensure smooth operations.
1. Handle billing queries and ensure timely processing of invoices.
1. Organize and maintain office records for optimal productivity.
1. Coordinate with team members to ensure customer inquiries are promptly addressed.
3. Key Tasks / Daily Activities
1. Answering and directing phone calls.
1. Managing customer inquiries and complaints effectively.
1. Preparing, sending, and tracking invoices.
1. Organizing and filing important documents for easy retrieval.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: 98%
1. Customer Query Resolution Time: <24 hours
1. Document Retrieval Time: <5 minutes
1. Customer Satisfaction Rating: >4.8 stars
5. Required Qualifications and Skills
1. High school diploma or equivalent.
1. At least 2 years of experience in an administrative role.
1. Proficiency in Microsoft Office suite.
1. Excellent communication and organizational skills.
6. Preferred Experience
1. Experience in the home services or cleaning industry.
1. Familiarity with billing and invoicing procedures.
7. Physical Requirements
1. Ability to sit for extended periods of time.
1. Ability to lift and carry files and office supplies up to 15 pounds.
1. Comfortable working in a typical office environment.
8. Work Environment and Schedule
1. Typical work hours are 9:00 AM - 5:00 PM, Monday to Friday.
1. Occasional weekend work may be required during peak periods.
9. Compensation and Benefits
1. Salary range: $40,000 - $45,000 per year.
1. Health, Dental, and Vision insurance.
1. 401k plan with company match.
1. Yearly performance-based bonus.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we believe in fostering a culture of growth and innovation. We value our employees and invest in their development, providing opportunities for continuous learning and advancement. Our strong commitment to customer satisfaction drives us to deliver high-quality service consistently.
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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