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Drywall & Plaster - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the central hub for office management within our drywall and plaster division, ensuring seamless billing, documentation, and coordination of daily administrative operations. Enhance operational efficiency and accuracy to support project execution and customer satisfaction. Play a critical role in streamlining communication between field teams and management. Contribute to maintaining a strong administrative backbone that supports overall business growth.
2. Essential Duties and Responsibilities
1. Oversee all aspects of billing operations, ensuring timely and accurate invoicing to clients.
1. Manage documentation processes, including contracts, job orders, and regulatory compliance records.
1. Coordinate office activities and communications among staff, field teams, and external stakeholders.
1. Maintain organized office systems to support workflow efficiency and project tracking.
3. Key Tasks / Daily Activities
1. Process and review daily billing transactions and resolve discrepancies.
1. File, update, and archive project-related documents and permits.
1. Serve as the first point of contact for internal communications and customer inquiries.
1. Schedule and manage meetings, project timelines, and team coordination tasks.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy Rate: Maintain at 99% accuracy.
1. Document Turnaround Time: Achieve a processing time of less than 24 hours for all documentation.
1. Customer Response Time: Respond to 95% of inquiries within one business day.
1. Office Efficiency: Improve workflow processes resulting in at least a 15% reduction in administrative delay.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration, Management or a related field.
1. Minimum of 3 years’ experience in office management, preferably within the home services or construction industry.
1. Exceptional communication and organizational skills.
1. Proficiency in office software, accounting systems, and document management tools.
6. Preferred Experience
1. Prior experience in drywall, plaster, or broader construction services environments.
1. Familiarity with industry-specific billing software and project management tools.
1. Experience working in fast-paced, deadline-driven environments.
1. Proven ability to manage multiple tasks while ensuring a high level of attention to detail.
7. Physical Requirements
1. Ability to lift up to 20 lbs. during occasional file handling.
1. Regular use of computer and office equipment for prolonged periods.
1. Occasional site visits requiring moderate physical activity.
1. Capability to handle periods of extended standing and walking within the office environment.
8. Work Environment and Schedule
1. Standard business hours from 8:00 AM to 5:00 PM, Monday through Friday.
1. May require occasional evening or weekend work during peak project periods.
1. Occasional travel to job sites for meetings and coordination.
1. Exposure to typical office and occasional field conditions.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 per annum, based on experience.
1. Eligibility for performance-based bonuses and commission structures.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. 401(k) plan, paid time off, and other fringe benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we pride ourselves on fostering a collaborative and supportive environment where innovation and excellence are celebrated. Our team values integrity, continuous improvement, and a commitment to delivering outstanding service to our customers. We believe in empowering every member of our organization to reach their full potential while contributing to our shared success and growth.
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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