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Fireplace & Stove Installation - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Oversee all administrative tasks including billing, documentation, and day-to-day office coordination to ensure a smooth and efficient operation within the Fireplace & Stove Installation division. Serve as the central point of contact for both internal and external communications, supporting the overall operational goals and customer satisfaction.
2. Essential Duties and Responsibilities
1. Manage and coordinate office operations to support timely billing, documentation, and administrative functions.
1. Oversee the maintenance of accurate records for installations, invoices, and customer communications.
1. Liaise with field teams to ensure office and on-site operations are aligned and any issues are promptly addressed.
1. Implement and uphold administrative policies and procedures to ensure compliance and operational efficiency.
3. Key Tasks / Daily Activities
1. Process, verify, and file invoices and billing documents each day.
1. Answer inquiries via phone or email and ensure prompt resolution of customer or vendor concerns.
1. Coordinate scheduling for installation teams and manage the calendar for appointments and follow-up calls.
1. Monitor office supplies and equipment maintenance and arrange for replacements or repairs as needed.
4. Key Performance Indicators (KPIs)
1. Invoice Processing Accuracy: 99% accuracy rate.
1. Billing Cycle Completion: 100% within designated cutoff dates.
1. Customer Communication Response Time: Within 24 hours 95% of the time.
1. Documentation Compliance: Maintain 100% adherence to internal policies and audit standards.
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 roles.
1. Strong organizational and multitasking skills with high attention to detail.
1. Proficiency in office software, such as Microsoft Office Suite and billing systems.
6. Preferred Experience
1. Previous experience in a home services or installation industry environment.
1. Familiarity with industry-specific documentation and compliance requirements.
1. Experience using customer relationship management (CRM) or scheduling software.
1. Background in a fast-paced repair or installation service company.
7. Physical Requirements
1. Ability to lift up to 20 lbs. as needed for handling office supplies and files.
1. Regularly working in a standard office environment with occasional site visits.
1. May require periods of standing and walking within the office and installation sites.
1. Ability to work with computers and other office equipment for extended periods.
8. Work Environment and Schedule
1. Typical work hours are Monday to Friday from 8:00 AM to 5:00 PM.
1. Occasional overtime might be necessary during peak installation periods.
1. Limited travel to job sites may be required.
1. On-call or emergency support may be expected during critical project phases.
9. Compensation and Benefits
1. Competitive salary range: $45,000 - $55,000 per year based on experience.
1. Eligibility for performance-based bonuses.
1. Comprehensive health, dental, and vision insurance.
1. 401k plan with company match.
1. Additional benefits include paid time off and professional development opportunities.
10. Company Culture and Overview
1. We are a forward-thinking, community-focused company dedicated to excellence in home services and customer satisfaction.
1. Our team values collaboration, integrity, and an entrepreneurial spirit, creating an environment that fosters growth and continuous learning.
1. We empower our employees to take initiative, innovate, and achieve both personal and professional success.
1. Our inclusive culture welcomes diverse perspectives, and we are committed to supporting the career development of every team member.
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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