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Excavation & Site Work - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the central administrative hub for the excavation and site work division, ensuring all billing, project documentation, and administrative tasks are executed efficiently. Enhance operational efficiency by streamlining processes and facilitating effective communication between field teams and corporate office. Support both internal and external stakeholders with accuracy and professionalism to help drive overall company success. Act as a key contributor in maintaining high customer satisfaction and operational excellence.
2. Essential Duties and Responsibilities
1. Manage day-to-day office operations including scheduling, supply ordering, and internal communications.
1. Oversee billing processes ensuring timely invoicing and adherence to financial controls.
1. Maintain and organize comprehensive project documentation for current and completed projects.
1. Provide administrative support to project managers and field teams with data entry and report preparation.
3. Key Tasks / Daily Activities
1. Process incoming and outgoing correspondence and manage digital and physical filing systems.
1. Coordinate payroll, purchase orders, and vendor communications for site work projects.
1. Handle customer inquiries and follow-up calls to resolve issues and gather feedback.
1. Update project tracking systems and ensure all documentation aligns with company standards.
4. Key Performance Indicators (KPIs)
1. Invoice Accuracy Rate: >98%.
1. Billing Cycle Time: ≤5 business days per invoice.
1. Project Documentation Completeness: 100% compliance with audit standards.
1. Customer Inquiry Resolution Time: Average under 24 hours.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration, Management, or related field.
1. Minimum of 3 years in an administrative or office management role, preferably within home services.
1. Proficient in Microsoft Office Suite and project management software.
1. Excellent organizational, communication, and time-management skills.
6. Preferred Experience
1. Experience working in the excavation, construction, or home services industry.
1. Familiarity with billing software and financial oversight in a field services context.
1. Proven ability to manage multiple priorities and tight deadlines in a fast-paced environment.
1. Demonstrated success in facilitating process improvements and office operations.
7. Physical Requirements
1. Ability to occasionally lift files, office supplies, or light equipment up to 20 lbs.
1. Extended periods of sitting and computer work.
1. Occasional walking and maneuvering within an active work environment.
1. Capacity to navigate office environments that may occasionally have field-related equipment.
8. Work Environment and Schedule
1. Typical work hours: 8:00 AM to 5:00 PM, Monday to Friday.
1. Standard office setting with occasional visits to project sites if required.
1. Minimal travel expectations unless for company events or special project meetings.
1. Limited on-call duties with primary focus on regular business hours.
9. Compensation and Benefits
1. Competitive salary range: $45,000 - $55,000 USD per annum, based on experience.
1. Eligibility for annual performance bonuses.
1. Comprehensive Health, Dental, and Vision insurance packages available.
1. 401k plan with company match and other employee fringe benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we pride ourselves on a culture of teamwork, continuous learning, and relentless pursuit of excellence.
1. We foster an environment where every team member is valued, and success is measured by our customer satisfaction and quality service delivery.
1. Our commitment to innovation and growth ensures that you will have ample opportunities to level up your career.
1. We encourage a collaborative workspace where ideas are celebrated and new initiatives are supported.
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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