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Civil & Infrastructure Contractors - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serves as the administrative backbone of our civil and infrastructure contracting operations by managing office tasks, billing, and record keeping to ensure efficient day-to-day functioning. Supports senior leadership by providing timely and accurate administrative support that drives operational success.
2. Essential Duties and Responsibilities
1. Oversee and manage all administrative tasks including scheduling, billing, and documentation.
1. Maintain accurate records of project expenses, client billing, and vendor transactions.
1. Implement and monitor administrative procedures to enhance operational efficiency.
1. Coordinate communication and follow-up with contractors, clients, and vendors.
1. Support senior management with reporting and analysis of office performance metrics.
3. Key Tasks / Daily Activities
1. Process invoices, payments, and client billing on a daily basis.
1. Maintain organized and updated electronic and physical records.
1. Schedule and coordinate meetings, appointments, and travel arrangements for staff.
1. Respond to inquiries from clients, contractors, and vendors ensuring professional communication.
1. Ensure office supplies and equipment are maintained and ordered as needed.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy Rate: >98%.
1. Record Keeping Compliance: 100% adherence to industry standards.
1. Invoice Processing Time: Average processing time <24 hours.
1. Customer/Contractor Satisfaction Rating: >4.8 stars.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration, Office Management, or a related field.
1. A minimum of 3 years’ experience in administrative work, preferably in a home services or contracting environment.
1. Proficiency in billing software, Microsoft Office Suite, and record management systems.
1. Strong organizational, communication, and time management skills.
6. Preferred Experience
1. Experience working within the civil and infrastructure contracting industry.
1. Prior exposure to project-based work environments with multiple stakeholders.
1. Previous responsibility for office operations in a highly regulated industry.
1. Familiarity with industry-specific software and billing systems.
7. Physical Requirements
1. Ability to lift office supplies or light equipment up to 20 lbs.
1. Extensive use of office equipment such as computers, telephones, and photocopiers.
1. Regular mobility around a standard office environment.
8. Work Environment and Schedule
1. Typical work hours: Monday to Friday, 8:00 AM to 5:00 PM.
1. Minimal travel required, primarily local visits to vendor locations or project meetings.
1. Occasional on-call duties during peak project periods.
9. Compensation and Benefits
1. Salary Range: $45,000 - $55,000 USD annually.
1. Eligibility for performance bonuses based on departmental goals.
1. Health, Dental, and Vision Insurance.
1. 401(k) plan with company matching.
1. Additional benefits such as paid time off and professional development opportunities.
10. Company Culture and Overview
1. We are a forward-thinking civil and infrastructure contracting company that values professionalism, innovation, and continuous growth.
1. Our culture emphasizes teamwork, transparency, and a commitment to exceptional customer service.
1. We empower our employees with opportunities to learn, innovate, and advance throughout their careers.
1. Join us to be part of a dynamic team that is building the future of infrastructure with integrity and 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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