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Electrical - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [Operations Manager or general manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the central hub for administrative operations, billing coordination, and logistical support for the electrical services division. Enhance operational efficiency and ensure seamless communication between field teams and the office. Drive process improvement initiatives that contribute directly to high-quality customer service and business growth. Act as a key liaison between management, staff, and external vendors in the electrical home services industry.
2. Essential Duties and Responsibilities
1. Oversee daily administrative operations, ensuring timely and accurate billing procedures.
1. Manage scheduling, logistics, and resource allocation to support electrical service projects.
1. Coordinate internal communications and workflows between service technicians and administrative staff.
1. Monitor operational metrics and enforce adherence to company policies and regulatory standards.
3. Key Tasks / Daily Activities
1. Process invoices and manage accounts receivable and payable with attention to detail.
1. Maintain updated records of projects, customer interactions, and billing information.
1. Liaise with field technicians regarding service updates and scheduling adjustments.
1. Generate and review operational reports to identify improvement opportunities.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy Rate: Achieve a 98% accuracy rate in invoicing and reconciliations.
1. On-Time Payment Rate: Maintain a rate of 95% or higher on timely customer payments.
1. Operational Efficiency: Ensure 90% adherence to scheduled logistics timelines.
1. Customer Satisfaction Rating: Support a customer service rating of over 4.8 stars.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration or related field.
1. 3+ years of office management experience, preferably in a home services or electrical services environment.
1. Strong proficiency in billing software, Microsoft Office Suite, and database management.
1. Excellent communication, organizational, and problem-solving skills.
6. Preferred Experience
1. Experience working within the home services or electrical industry environment.
1. A background in project management or operations coordination.
1. Familiarity with industry-specific regulatory compliance and safety standards.
1. Demonstrated history of process improvement initiatives in a similar role.
7. Physical Requirements
1. Ability to operate standard office equipment, including computers, printers, and telephones.
1. Occasional lifting of office supplies and documentation (up to 20 lbs).
1. Extended periods of sitting, standing, and walking within the office environment.
1. Routine navigation of busy office spaces with minimal physical hazards.
8. Work Environment and Schedule
1. Standard office environment with a focus on administrative duties and minimal exposure to outdoor elements.
1. Typical work hours are Monday through Friday, 8:00 AM to 5:00 PM.
1. Occasional extended hours to meet billing deadlines or project delivery schedules.
1. Minimal travel required; primarily local site visits for coordination may be necessary.
9. Compensation and Benefits
1. Competitive salary range from $50,000 to $65,000 per year, commensurate with experience.
1. Eligibility for performance-based bonuses.
1. Comprehensive benefits package including Health, Dental, and Vision coverage.
1. 401(k) with company match and additional fringe benefits as applicable.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a collaborative and inclusive environment where innovation and dedication drive success.
1. Our team is committed to continuous learning and professional growth, ensuring that every employee has the opportunity to make a meaningful impact.
1. We value transparency, accountability, and a customer-first mindset, creating a workplace where your contributions empower both our clients and community.
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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