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Electrical - Commercial - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [Chief Financial Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing billing, invoicing, and overall office operations to support the commercial electrical division. Acts as a central point for administrative coordination, ensuring accuracy and efficiency in financial processes. Contributes to streamlined operations that enhance customer satisfaction and operational performance.
2. Essential Duties and Responsibilities
1. Oversee billing processes and ensure timely, accurate invoicing.
1. Manage daily office operations, including administrative support and record maintenance.
1. Coordinate with field teams and third-party vendors to ensure proper documentation and payment processing.
1. Resolve customer billing inquiries and discrepancies with professionalism.
3. Key Tasks / Daily Activities
1. Process and review invoices and billing documentation each day.
1. Generate and analyze daily financial reports to reconcile accounts.
1. Liaise with project teams to verify service details and billing accuracy.
1. Provide responsive support to customer inquiries and internal staff requests.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: Achieve a 99% accuracy rate in all processed invoices.
1. Invoice Processing Time: Complete invoice processing within 48 hours per invoice.
1. Customer Satisfaction Rating: Maintain a customer satisfaction rate above 4.8 stars.
1. Payment Collection Rate: Secure 95% on-time payment collection across all accounts.
5. Required Qualifications and Skills
1. High School Diploma or equivalent; Associate’s or Bachelor’s degree preferred.
1. Minimum of 3 years of experience in an office management or administrative role.
1. Proficiency with billing software and Microsoft Office Suite.
1. Excellent communication, organizational, and multitasking skills.
1. Ability to adapt to a fast-paced work environment.
6. Preferred Experience
1. Previous experience in the commercial electrical or home services industry.
1. Demonstrated experience in a similar office management role within a related field.
1. Familiarity with electrical project invoicing systems and financial reporting.
1. Proven record of streamlining office operations to improve efficiency.
7. Physical Requirements
1. Ability to lift up to 20 lbs.
1. Prolonged periods of sitting at a desk and using office equipment.
1. Frequent use of computers, phones, and various office technologies.
1. Occasional travel between the office and job sites may be required.
8. Work Environment and Schedule
1. Standard office environment with a focus on a professional workplace setting.
1. Typical work hours from 8:00 AM to 5:00 PM, Monday through Friday.
1. Occasional extended hours during peak project periods are expected.
1. Minimal travel is required, primarily between the office and local job sites.
9. Compensation and Benefits
1. Salary range: $50,000 - $65,000 USD per year, commensurate with experience.
1. Opportunity for an annual performance bonus based on KPIs.
1. Comprehensive health benefits, including dental and vision coverage.
1. 401(k) plan with company match.
1. Paid time off, holidays, and additional fringe benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a culture of open communication and mutual respect.
1. We value professional growth, offering continuous training and career advancement opportunities.
1. Our team is committed to innovation and excellence, ensuring every employee is recognized and supported.
1. We maintain a collaborative environment where everyone’s ideas contribute to our success.
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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