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Home Services - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [Owner, general manager or operations manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
As office manager at [Company name], your job is to keep the front office organized so our field team can focus on the work. You'll lead [the front desk and office staff], back up the phones and schedule, check that every finished job is invoiced, and manage vendors and supplies. [You'll also handle new-hire paperwork and keep the owner's calendar.]
2. Essential Duties and Responsibilities
1. Supervise [customer service, scheduling and admin staff]: set priorities, train new hires and cover the desk when someone is out.
1. Check that each completed job is billed correctly, and follow up on unpaid customer balances with [the bookkeeper].
1. Manage vendor accounts and office services, such as [phones, software, uniforms, cleaning and equipment leases].
1. Order and track office and shop supplies within [your spending limit].
1. [Handle new-hire and HR paperwork, such as offer letters, Form I-9, Form W-4 and benefits enrollment, plus time-off requests and personnel files.]
1. [Keep the owner's calendar, prepare meeting notes and reports, and follow up on action items.]
1. Write down office procedures and update them, so each task is done the same way every time.
3. Key Tasks / Daily Activities
1. Check the phones, shared inbox and voicemail, and route each message to the right person.
1. Back up the schedulers or dispatchers: confirm appointments and fill gaps when plans change.
1. Review yesterday's finished jobs and confirm that each one has an invoice.
1. Answer staff questions about timecards, time off and paperwork.
1. [Go over the owner's calendar and the day's open items.]
4. Key Performance Indicators (KPIs)
1. Finished jobs invoiced within [time frame]: [your target].
1. Customer messages answered within [time frame]: [your target].
1. New hires with complete paperwork by their first day: [your target].
1. Supplies reordered before they run out: [your target].
1. Office staff turnover: [your target].
1. Invoices sent back to be corrected after they go out: [your target].
5. Required Qualifications and Skills
1. [2+] years of office management or administrative experience, including [1+] years supervising staff.
1. At ease with [your field service or CRM software], email and spreadsheets ([Microsoft 365 or Google Workspace]).
1. Clear, friendly communication by phone, email and in person, including with upset customers.
1. Tracks many deadlines at once and follows up until each one is closed.
1. Keeps employee and customer information private.
6. Preferred Experience
1. Has run an office for [your trade] or a similar field service company.
1. Has billed customers and called about past-due accounts.
1. Has handled onboarding paperwork, benefits enrollment or basic HR records.
7. Physical Requirements
1. Mostly seated at a computer and on the phone, with time on your feet greeting visitors.
1. Lifting supply boxes up to [25] pounds now and then.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Works from [office location], where staff, customers and vendors come in.
1. Works [days and times], plus extra hours in [your busy season].
1. [Occasional visits to job sites or other branches, or none].
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new office manager gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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