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Chimney & Fireplace Services - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Oversees daily administrative operations for chimney and fireplace services to ensure efficient workflow and high-quality customer service. Serves as the primary coordinator for billing processes, inventory management, and overall office support. Plays a critical role in maintaining organizational effectiveness and contributing to company growth.
2. Essential Duties and Responsibilities
1. Manage and coordinate all administrative tasks including scheduling, billing, and record keeping.
1. Maintain accurate inventory records and oversee supply ordering for service operations.
1. Process and reconcile customer invoices and billing transactions in a timely manner.
1. Collaborate with field service teams to support service delivery and customer satisfaction.
3. Key Tasks / Daily Activities
1. Process daily billing and invoicing, ensuring correct documentation and prompt follow-ups.
1. Update and maintain inventory logs, monitoring supply levels to avoid shortages.
1. Communicate with vendors and service personnel to streamline operations.
1. Provide administrative support to the Operations team, handling correspondence and meeting coordination.
4. Key Performance Indicators (KPIs)
1. Billing accuracy rate: >99% per month.
1. Invoice processing time: within 48 hours for 95% of invoices.
1. Inventory accuracy rate: >98% based on regular audits.
1. Customer satisfaction rating (as it relates to administrative support): >4.8 stars.
5. Required Qualifications and Skills
1. High school diploma or equivalent; Associate or Bachelor’s Degree preferred.
1. Minimum of 3 years of administrative or office management experience.
1. Proficient in MS Office Suite and billing/inventory management software.
1. Strong organizational, communication, and multitasking skills.
6. Preferred Experience
1. Experience in home services or related industries such as HVAC, plumbing, or electrical services.
1. Previous experience in coordinating billing and inventory management in small to mid-sized businesses.
1. Familiarity with service-oriented business environments.
1. Demonstrated ability to work independently in a fast-paced office setting.
7. Physical Requirements
1. Ability to lift and move office supplies and light equipment up to 25 lbs.
1. Regularly required to sit and use a computer for extended periods.
1. Occasional walking around the premises to coordinate with service teams.
1. Work in a standard office environment.
8. Work Environment and Schedule
1. Typical work hours: Monday to Friday, 8:00 AM to 5:00 PM.
1. Occasional overtime during peak service periods.
1. Moderate travel between office and job sites, if required.
1. No on-call duties expected.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 USD per year, commensurate with experience.
1. Eligible for performance-based bonuses.
1. Health, Dental, and Vision insurance benefits provided.
1. 401(k) retirement plan with company match.
1. Additional fringe benefits such as paid time off and professional development opportunities.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a collaborative and growth-oriented environment where every team member’s contribution makes a difference.
1. We pride ourselves on a culture that values innovation, accountability, and the professional development of our employees.
1. Our team is committed to delivering exceptional customer service while maintaining a supportive and inclusive workplace.
1. Join us to grow your career and be part of a company that celebrates success and continuous improvement.
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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