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Flooring Installers - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the primary point of contact for managing administrative tasks, billing, and daily office coordination for our flooring installers. Ensure smooth communication and scheduling between the office and on-site teams to support project efficiency and customer satisfaction.
2. Essential Duties and Responsibilities
1. Oversee daily administrative processes, ensuring all office operations run effectively.
1. Manage billing, invoicing, and record-keeping for flooring installation projects.
1. Coordinate scheduling and communication between flooring installers and clients.
1. Collaborate with management to streamline office procedures and implement best practices.
3. Key Tasks / Daily Activities
1. Handle incoming calls, emails, and inquiries from customers and installers.
1. Process billing and manage invoicing tasks promptly and accurately.
1. Schedule appointments and coordinate logistics for on-site flooring projects.
1. Maintain precise office records and manage documentation for project tracking.
4. Key Performance Indicators (KPIs)
1. Administrative Efficiency Rate: Achieve >95% on-time completion of administrative tasks.
1. Billing Accuracy: Maintain an invoice error rate of <2%.
1. Customer Satisfaction Rating: Exceed a rating of >4.7 stars in customer feedback.
1. Communication Response Time: Respond to all inquiries within 24 hours.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration or a related field.
1. Minimum of 3 years’ experience in office management or administrative roles.
1. Strong proficiency in scheduling software and billing systems.
1. Excellent organizational, communication, and customer service skills.
6. Preferred Experience
1. Previous experience in the home services or flooring installation industry.
1. Background in managing administrative functions in a fast-paced work environment.
1. Familiarity with CRM systems and project management tools.
1. Proven track record in optimizing workflow processes and enhancing operational efficiency.
7. Physical Requirements
1. Ability to lift up to 20 lbs for occasional file and equipment handling.
1. Work predominantly in a standard office environment with ergonomic setups.
1. Occasional site visits may be required for coordination purposes.
1. Extended periods of sitting while performing computer-based tasks.
8. Work Environment and Schedule
1. Standard office hours from 8 AM to 5 PM.
1. Occasional overtime and short local travel for site coordination.
1. A supportive and collaborative team environment.
1. Minimal on-call duties outside of regular working hours.
9. Compensation and Benefits
1. Salary Range: $45,000 - $55,000 USD per year.
1. Annual performance bonus based on meeting or exceeding KPIs.
1. Comprehensive Health, Dental, and Vision insurance plans.
1. 401k matching program along with additional fringe benefits.
10. Company Culture and Overview
1. Our company is dedicated to fostering a collaborative, innovative, and growth-oriented work environment.
1. We believe in investing in our employees through continuous training, clear career pathways, and a supportive culture that celebrates success.
1. We value transparency, integrity, and teamwork, ensuring every team member contributes to our shared vision.
1. Illustrative Example: At [INSERT COMPANY NAME HERE], each employee is empowered to innovate and lead, actively contributing to a workplace culture that prioritizes both individual development and collective success.
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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