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Elevator Maintenance - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for overseeing daily administrative operations including billing, contracts, and administrative support for the elevator maintenance division. Acts as the central point of contact between field operations and office staff, ensuring seamless communication and efficient workflow. Contributes to maintaining high customer satisfaction and operational excellence within the company.
2. Essential Duties and Responsibilities
1. Manage and oversee daily billing operations related to elevator maintenance contracts and service invoices.
1. Administer contract agreements with vendors, service providers, and clients, ensuring compliance and accuracy.
1. Coordinate scheduling and communication between field technicians and office staff.
1. Ensure timely processing of payments and accurate record keeping for all administrative tasks.
3. Key Tasks / Daily Activities
1. Process and verify billing documents and invoices each day.
1. Update and maintain contract details and service agreements in company records.
1. Serve as the primary liaison for internal requests and questions from field personnel.
1. Monitor and respond to administrative queries from customers and vendors.
4. Key Performance Indicators (KPIs)
1. Invoice Processing Time: <2 business days per invoice.
1. Billing Accuracy: >98% accuracy for processed invoices and contracts.
1. Contract Renewal Rate: 95% retention of active service agreements.
1. Customer Satisfaction Rating: >4.8 stars on post-service surveys.
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 or administrative support, preferably in home services or a similar industry.
1. Strong organizational skills, attention to detail, and proficiency in Microsoft Office and billing software.
1. Excellent communication skills and demonstrated ability to manage multiple tasks simultaneously.
6. Preferred Experience
1. Experience working in elevator maintenance or a related home services field.
1. Prior exposure to contract management and billing systems within a technical service environment.
1. Familiarity with scheduling software and customer management platforms.
1. Proven track record in optimizing administrative processes and workflow efficiency.
7. Physical Requirements
1. Ability to occasionally lift objects up to 15 lbs.
1. Frequent use of a computer and standard office equipment in a typical office setting.
1. Ability to sit for extended periods while working at a desk.
1. Compliance with standard ergonomic practices to minimize strain.
8. Work Environment and Schedule
1. Standard office hours Monday through Friday, 8:00 AM to 5:00 PM.
1. Occasional need for extended hours during peak billing or contract renewal periods.
1. Primarily based in an office setting with minimal field visits when necessary.
1. Limited travel required, mostly for internal meetings or training sessions.
9. Compensation and Benefits
1. Salary range: $50,000 - $60,000 per year, based on experience and qualifications.
1. Performance-based bonus opportunities.
1. Comprehensive Health, Dental, and Vision insurance plans.
1. 401(k) plan with company match and additional fringe benefits including paid time off.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we believe in fostering a collaborative and growth-oriented environment where every team member is valued and empowered. Our culture emphasizes continuous learning, innovation, and customer satisfaction. We support each other in reaching professional milestones, celebrating successes together, and contributing to a company legacy of excellence in the home services 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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