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Design-Build Firms - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the administrative backbone for design-build operations, ensuring seamless day-to-day functionality and reliable communication across billing, documentation, and office tasks.
2. Essential Duties and Responsibilities
1. Manage and oversee all billing activities to ensure accuracy and timely processing.
1. Maintain and organize essential documentation, contracts, and records for design-build projects.
1. Coordinate daily administrative functions, including scheduling, employee support, and vendor communications.
1. Streamline office procedures to enhance operational efficiency and support project teams.
3. Key Tasks / Daily Activities
1. Process invoices, payments, and reconcile billing discrepancies daily.
1. Organize project files and documentation to ensure compliance with company and industry standards.
1. Schedule meetings and coordinate logistics for internal and external stakeholders.
1. Act as the point of contact for customer inquiries and vendor interactions, ensuring prompt communication.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: 99% accuracy rate in invoice processing.
1. Documentation Timeliness: 100% on-time documentation filing per project milestones.
1. Office Efficiency: Achieve a 95% office administrative task completion rate.
1. Customer Response Time: Less than 1 business day response for both customer and vendor queries.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration or related field.
1. Minimum of 3 years’ administrative experience, preferably in design-build or home services industry.
1. Proficiency in Microsoft Office Suite and office management software.
1. Excellent verbal and written communication skills with a strong attention to detail.
6. Preferred Experience
1. Prior experience in a fast-paced design-build or construction environment.
1. Familiarity with project management tools and billing software.
1. Previous role managing multiple administrative functions in a team-oriented environment.
1. Experience collaborating with both internal teams and external clients.
7. Physical Requirements
1. Ability to lift up to 20 lbs occasionally for file transfers or office supplies.
1. Extended periods of sitting and computer use in a structured office environment.
1. Occasional physical activity for organizing and moving files or equipment.
1. Capacity to work within a standard office setting with minimal physical strain.
8. Work Environment and Schedule
1. Standard office hours, typically Monday through Friday from 8:30 AM to 5:00 PM.
1. Occasional overtime may be required during peak project periods.
1. Minimal travel within local areas for off-site meetings and vendor visits.
1. Opportunity for hybrid work arrangements based on company policies.
9. Compensation and Benefits
1. Base salary range of $50,000 to $65,000 per annum, depending on experience and qualifications.
1. Eligibility for performance-based bonuses and incentives.
1. Comprehensive health, dental, and vision insurance coverage.
1. Participation in the company 401k plan and additional fringe benefits such as paid time off.
10. Company Culture and Overview
1. Join a forward-thinking design-build firm that values innovation, accountability, and team collaboration.
1. We foster a growth-oriented culture where every team member is empowered to contribute ideas and develop professionally.
1. Our commitment to customer satisfaction is matched by our dedication to nurturing a supportive and inclusive work environment.
1. Experience a company culture that prioritizes work-life balance, continuous improvement, and community engagement.
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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