[image: ]
General Contractor - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Office Manager plays a critical role in ensuring the seamless operation of our office by managing administrative tasks, billing processes, and overall office coordination. This position supports project execution by efficiently communicating with on-site teams and contractors, thereby contributing to the high standards of service and customer satisfaction in our home services operations.
2. Essential Duties and Responsibilities
1. Oversee daily administrative operations to maintain an efficient office workflow.
1. Manage billing processes, including invoicing, collections, and financial record maintenance.
1. Coordinate internal communications and scheduling between field teams and contractors.
1. Implement and monitor operational procedures to ensure quality and consistency across tasks.
3. Key Tasks / Daily Activities
1. Process daily invoices and update billing records accurately.
1. Coordinate scheduling, meetings, and logistics for project updates and contractor visits.
1. Maintain office supplies and manage inventory to support efficient daily operations.
1. Serve as the first point of contact for customer inquiries, offering timely support and follow-up.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy Rate: >98%.
1. Office Task Completion Rate: 100% adherence to daily schedules.
1. Customer Service Response Time: <4 hours.
1. Operational Efficiency: Achieve a reduction of administrative errors by at least 10% per quarter.
5. Required Qualifications and Skills
1. High School Diploma required; Associate’s or Bachelor’s degree preferred.
1. Minimum 3 years of experience in office management or a related field.
1. Proficient in office software applications and billing systems.
1. Strong organizational, communication, and problem-solving skills.
6. Preferred Experience
1. Previous office management experience within the home services or construction industry.
1. Familiarity with project management software and contractor coordination.
1. Experience collaborating with general contractors and on-site teams.
1. Proven track record of optimizing administrative processes to drive operational improvements.
7. Physical Requirements
1. Ability to lift up to 15 lbs occasionally.
1. Extended periods of sitting at a desk with regular breaks for movement.
1. Work is primarily conducted in an office environment with standard ergonomic setups.
1. Occasional visits to busy work sites during peak operational periods.
8. Work Environment and Schedule
1. Typical work hours: Monday to Friday, 8:00 AM to 5:00 PM.
1. Occasional overtime required during peak periods such as month-end billing cycles.
1. Minimal travel required with occasional on-site visits to project locations.
1. Standard office environment with adherence to established health and safety protocols.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 per year USD.
1. Eligibility for performance-based bonuses.
1. Comprehensive Health, Dental, and Vision insurance plans.
1. 401(k) plan with company match; additional fringe benefits available.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a culture of collaboration, growth, and innovation. Our team is driven by a shared commitment to quality and customer satisfaction, and we empower our employees with opportunities for professional development and advancement. Join our inclusive environment where your contributions are valued and your potential is recognized as we continue to set new standards in the home services industry.
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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