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Demolition - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Oversees administrative operations within the demolition division to ensure streamlined processes and effective documentation management. Plays a critical role in supporting billing functions, document organization, and overall office management to enhance operational efficiency.
2. Essential Duties and Responsibilities
1. Manage day-to-day administrative tasks ensuring smooth office operations.
1. Oversee billing processes, ensuring accuracy and timely invoicing.
1. Organize, file, and maintain all project, customer, and financial documentation.
1. Liaise with internal teams and external clients to support project needs and resolve issues.
3. Key Tasks / Daily Activities
1. Process and verify billing information and invoice submissions daily.
1. Maintain and update filing systems for current and past projects.
1. Coordinate communications between demolition crews, project managers, and office staff.
1. Assist in preparing reports and presentations for senior management.
4. Key Performance Indicators (KPIs)
1. Invoice Accuracy: 99% or higher accuracy rate per billing cycle.
1. Document Completion: 100% adherence to documentation deadlines.
1. Response Time: Resolve administrative queries within 24 hours.
1. Customer Satisfaction: Maintain a satisfaction rating of >4.8 stars.
5. Required Qualifications and Skills
1. Associate’s or Bachelor’s degree in Business Administration or a related field.
1. Minimum of 3 years’ experience in an administrative or office management role.
1. Proficient in Microsoft Office Suite and billing software.
1. Strong organizational skills with attention to detail.
6. Preferred Experience
1. Experience in the demolition, construction, or home services industry.
1. Familiarity with regulatory and compliance requirements specific to demolition operations.
1. Proven track record in managing administrative tasks in fast-paced environments.
7. Physical Requirements
1. Ability to lift up to 20 pounds if necessary for handling files or office equipment.
1. Work primarily in an office setting with occasional walkthroughs of operational sites.
1. Minimal exposure to noise or environmental hazards typical in demolition areas.
8. Work Environment and Schedule
1. Standard full-time hours, Monday to Friday, 8 AM to 5 PM.
1. Minimal travel required between office and site locations.
1. Occasional overtime during peak project periods may be necessary.
1. On-call duties not typically required but may be requested during urgent situations.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 USD annually, based on experience.
1. Eligible for performance bonuses based on timely project delivery.
1. Comprehensive Health, Dental, and Vision insurance.
1. 401(k) plan with company match as applicable.
1. Additional fringe benefits include paid time off and professional development opportunities.
10. Company Culture and Overview
1. Our organization fosters a culture of growth, accountability, and teamwork.
1. We strive to empower every employee with the resources they need to succeed and make impactful contributions.
1. A collaborative environment where every individual’s voice is valued and supported.
1. Committed to innovation and excellence within the home services and demolition industry.
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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