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Fence Installation - 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 point of contact for all administrative activities within our fence installation business, ensuring efficiency in office operations, billing processes, and basic HR functions.
2. Essential Duties and Responsibilities
1. Oversee daily office administrative tasks including billing, scheduling, and record maintenance.
1. Manage incoming customer inquiries and coordinate project scheduling with the field teams.
1. Process invoices and maintain accurate billing records to ensure financial integrity.
1. Provide basic HR support including onboarding, employee record management, and benefits coordination.
1. Collaborate with vendors and service teams to ensure seamless communication and project execution.
3. Key Tasks / Daily Activities
1. Greet and assist customers with inquiries about fence installation services.
1. Process and reconcile daily invoices and manage billing cycles.
1. Schedule appointments and coordinate work assignments with service technicians.
1. Manage office inventory and maintain communication with vendors for supplies.
1. Facilitate basic HR procedures such as tracking employee attendance and onboarding new hires.
4. Key Performance Indicators (KPIs)
1. Billing accuracy with a target of 98% accuracy.
1. Customer satisfaction rating above 4.8 stars.
1. Reduction in processing time for administrative tasks to less than 24 hours per task.
1. Employee onboarding completion rate of 100%.
1. Resolution of billing discrepancies in under 5% of transactions.
5. Required Qualifications and Skills
1. Associate degree or higher in Business Administration or a related field.
1. 3-5 years of experience in office management or administrative roles.
1. Proficiency in office software suites and billing systems.
1. Strong organizational, multitasking, and communication skills.
1. Basic understanding of HR procedures and compliance.
6. Preferred Experience
1. Experience in the home services, construction, or fence installation industries.
1. Familiarity with customer service management in a fast-paced setting.
1. Demonstrated ability to manage multiple responsibilities simultaneously.
1. Proven track record of improving office efficiency and customer relationships.
7. Physical Requirements
1. Ability to lift up to 20 pounds occasionally.
1. Prolonged periods of sitting, standing, and walking in an office environment.
1. Occasional field visits to fence installation sites may be required.
1. Adequate vision and manual dexterity for operating computer equipment.
8. Work Environment and Schedule
1. Standard office hours with occasional overtime during peak periods.
1. Occasional travel to project sites as necessary.
1. Typical schedule: 8 AM - 5 PM, Monday through Friday.
1. On-call availability during critical project phases.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 per annum based on experience.
1. Eligible for performance bonuses up to 10% of annual salary.
1. Comprehensive health, dental, and vision insurance benefits.
1. 401(k) plan with company match.
1. Paid vacation, sick leave, and opportunities for professional development.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a culture of teamwork, continuous growth, and excellence.
1. Our innovative approach in the fence installation industry drives us to continuously improve and exceed customer expectations.
1. We are dedicated to empowering our employees through mentorship and opportunities for advancement.
1. Join us to be part of a collaborative team that values integrity, quality workmanship, and customer satisfaction.
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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