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Floor Coating - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for overseeing administrative operations within the floor coating division, ensuring efficient billing, scheduling, and customer file management to support business growth and superior service delivery.
2. Essential Duties and Responsibilities
1. Manage administrative tasks including document filing, data entry, and correspondence.
1. Oversee billing processes, ensuring timely and accurate invoicing and payment collection.
1. Coordinate customer files and scheduling to maximize operational efficiency.
1. Serve as the primary point of contact for customer inquiries and office coordination.
3. Key Tasks / Daily Activities
1. Maintain and update customer records and project files.
1. Process billing statements and follow up on outstanding accounts.
1. Schedule appointments and maintain a dynamic calendar for field staff.
1. Answer customer calls and emails with a focus on service and accuracy.
4. Key Performance Indicators (KPIs)
1. Billing accuracy rate: >98%.
1. On-time scheduling and service delivery: 95% adherence.
1. Customer satisfaction rating: >4.8 stars.
1. Reduction in administrative errors: <5% on periodic audits.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration or a related field preferred.
1. Minimum of 3 years experience in office management or administrative support.
1. Proficiency with office software (e.g., MS Office, scheduling, and billing systems).
1. Strong organizational, communication, and problem-solving skills.
6. Preferred Experience
1. Prior experience in the home services or floor coating industry.
1. Familiarity with industry-specific software and customer management systems.
1. Experience supporting field operations and remote teams.
1. Demonstrated ability to manage multiple tasks in a fast-paced environment.
7. Physical Requirements
1. Ability to sit for extended periods during work hours.
1. Ability to lift and transport files or office supplies up to 20 lbs.
1. Occasional walking around the office and visiting job sites.
1. Minimal exposure to noise and standard office environmental conditions.
8. Work Environment and Schedule
1. Standard office environment with a professional atmosphere.
1. Typical work hours: Monday through Friday, 8:00 AM to 5:00 PM.
1. Occasional extended hours or travel to project locations may be required.
1. On-call duties during high volume periods may be necessary.
9. Compensation and Benefits
1. Salary range: $45,000 - $60,000 USD per year based on experience and qualifications.
1. Performance-based bonus opportunities available.
1. Comprehensive Health, Dental, and Vision insurance plans.
1. 401(k) plan with company match.
1. Additional fringe benefits including paid time off and professional development opportunities.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we pride ourselves on fostering a collaborative, growth-oriented environment where each team member is valued and empowered. Our culture celebrates innovation, excellence in service, and continuous improvement, ensuring everyone has the opportunity to succeed and contribute meaningfully to our shared vision.
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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