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General Contractor - Commercial - 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, billing practices, and project documentation to support commercial construction initiatives. Serves as the primary liaison between field operations and the back office to ensure seamless communication and efficient project delivery.
2. Essential Duties and Responsibilities
1. Manage and supervise day-to-day administrative tasks to support commercial projects.
1. Handle billing, invoicing, and document control to maintain accurate financial records.
1. Coordinate with project managers to ensure timely supply of project documentation.
1. Maintain compliance with company policies and industry regulations.
3. Key Tasks / Daily Activities
1. Oversee reception, email, and phone communications with clients and vendors.
1. Process invoices and collaborate with the accounting team for timely payments.
1. Organize and maintain project files, contracts, and correspondence.
1. Facilitate effective scheduling and resource allocation for ongoing projects.
4. Key Performance Indicators (KPIs)
1. Invoice Processing Accuracy: 99% accuracy in billing and documentation.
1. Documentation Turnaround Time: 95% of documents processed within 24 hours.
1. Customer Satisfaction Rating: Achieve a rating of >4.8 stars on feedback surveys.
1. Administrative Efficiency: Reduce administrative errors by 10% year-over-year.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration, Construction Management, or a related field.
1. Minimum of 3 years’ experience in an office management role, preferably within the construction or home services industry.
1. Strong organizational and multitasking abilities.
1. Proficiency in office software and construction management tools.
6. Preferred Experience
1. Experience working with commercial general contracting or related industries.
1. Background in project management and construction administration.
1. Familiarity with billing systems and document management processes.
1. Previous exposure to contract administration and compliance.
7. Physical Requirements
1. Ability to lift up to 20 pounds occasionally.
1. Extended periods of sitting and working at a computer.
1. Occasional movement around office and project sites.
1. Maintain a posture suitable for both desk work and light physical tasks.
8. Work Environment and Schedule
1. Typical work hours: Monday to Friday, 8:00 AM – 5:00 PM.
1. Occasional extended hours to meet project deadlines.
1. On-site presence in the office with occasional visits to project locations.
1. Minimal travel required, primarily local or regional.
9. Compensation and Benefits
1. Salary Range: $45,000 - $60,000 USD per year, commensurate with experience.
1. Eligibility for performance bonuses based on meeting administrative KPIs.
1. Health, dental, and vision insurance coverage.
1. 401(k) retirement plan options with company matching.
1. Additional fringe benefits such as paid time off and professional development opportunities.
10. Company Culture and Overview
1. We are a growth-oriented company that fosters a collaborative and innovative environment, empowering employees to excel in a supportive and dynamic culture.
1. Our commitment to quality, teamwork, and continuous improvement drives our success and helps build lasting relationships with clients and employees alike.
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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