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Exterior Cleaning - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the central point of administration for our exterior cleaning operations, ensuring efficient billing, record keeping, and office organization to support overall business performance. Play a vital role in streamlining office processes, contributing to exceptional service delivery and customer satisfaction.
2. Essential Duties and Responsibilities
1. Oversee all administrative functions for the office with a focus on supporting our exterior cleaning services.
1. Manage billing processes, record maintenance, and office documentation to ensure accuracy and compliance.
1. Coordinate scheduling between office staff and field technicians to optimize operational efficiency.
1. Maintain an organized and professional office environment that supports high productivity levels.
3. Key Tasks / Daily Activities
1. Process invoices and monitor billing cycles on a daily basis.
1. Update and maintain accurate records for all financial and operational data.
1. Communicate with field teams and clients to confirm schedules and address queries.
1. Generate and review daily performance and operational reports.
4. Key Performance Indicators (KPIs)
1. Timely invoice processing rate: ≥ 95%.
1. Billing accuracy: ≥ 98%.
1. Office efficiency score: ≥ 90% positive feedback from staff.
1. Record maintenance quality: Zero critical errors monthly.
5. Required Qualifications and Skills
1. Bachelor's degree in Business Administration or a related field.
1. Minimum of 3 years of experience in office management.
1. Excellent organizational, communication, and problem-solving skills.
1. Proficiency in Microsoft Office Suite and competency in office management software.
6. Preferred Experience
1. Prior experience in the home services or exterior cleaning industry.
1. Experience with billing systems and record keeping in a similar administrative role.
1. Proven track record of enhancing office processes and procedures.
1. Familiarity with scheduling and inventory management systems.
7. Physical Requirements
1. Ability to lift up to 25 lbs occasionally.
1. Prolonged periods of sitting and computer work in an office setting.
1. Navigate a standard office environment with minimal obstructions.
1. Occasional site visits requiring extended periods of walking.
8. Work Environment and Schedule
1. Standard office hours from Monday to Friday, 8:00 AM to 5:00 PM.
1. Work performed in a modern office setting with a supportive team environment.
1. Occasional overtime during peak business periods.
1. Minimal travel required for periodic on-site visits.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 USD annually.
1. Performance-based bonus opportunities.
1. Comprehensive health, dental, and vision insurance.
1. 401k plan with company match and additional fringe benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we nurture a collaborative and innovative work environment where growth and learning are highly valued.
1. We are committed to delivering outstanding service while empowering our employees to achieve excellence and drive continuous improvement.
1. Our culture is built on teamwork, respect, and a shared dedication to customer satisfaction.
1. Join our team and contribute to a dynamic organization that celebrates success and professional development.
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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