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Gutter Cleaning - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the central administrative support for our gutter cleaning operations, ensuring efficient billing, scheduling, and communication across all departments. Enhance operational effectiveness by coordinating day-to-day activities, streamlining processes, and supporting the management team in achieving service excellence.
2. Essential Duties and Responsibilities
1. Oversee daily administrative tasks to ensure optimal workflow and timely completion of billing and documentation.
1. Coordinate day-to-day operational activities, including scheduling, customer correspondence, and vendor communication.
1. Manage invoicing and billing processes, ensuring high levels of accuracy and prompt resolution of discrepancies.
1. Serve as a point of contact for both internal teams and customers, addressing inquiries and facilitating effective communication.
3. Key Tasks / Daily Activities
1. Review and process billing documents and invoices for accuracy and timeliness.
1. Schedule and coordinate field service appointments, ensuring teams are dispatched efficiently.
1. Monitor daily operations to identify and resolve logistical or administrative challenges.
1. Communicate with customers to confirm appointments, address concerns, and provide status updates.
1. Prepare operational reports for management, highlighting key performance metrics and areas for improvement.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: Maintain a minimum accuracy rate of 98% in invoicing and billing processes.
1. Customer Satisfaction Rating: Achieve a rating exceeding 4.8 stars based on post-service surveys.
1. On-Time Service Delivery: Ensure a minimum of 90% of services are delivered on schedule.
1. Administrative Efficiency: Attain a 95% completion rate of daily tasks and report submissions.
5. Required Qualifications and Skills
1. Bachelor’s degree or equivalent practical experience preferred.
1. Minimum of 3 years in an administrative or office management role, ideally within service-based operations.
1. Proficient with Microsoft Office Suite and scheduling software applications.
1. Excellent communication and organizational skills with strong attention to detail.
1. Ability to multitask and work effectively under pressure in a fast-paced environment.
6. Preferred Experience
1. Previous experience in the home services industry, preferably in gutter cleaning or related exterior maintenance services.
1. Experience working with customer relationship management (CRM) systems and billing software.
1. Familiarity with field service coordination and vendor management.
7. Physical Requirements
1. Ability to work at a desk for extended periods, with regular use of a computer and telephone.
1. Occasional lifting of files or office supplies (up to 20 lbs) may be required.
1. Comfortable working in an office environment with occasional visits to service sites.
8. Work Environment and Schedule
1. Standard office hours from 8:00 AM to 5:00 PM, Monday through Friday.
1. Occasional extended hours during peak service periods or special projects may be necessary.
1. Some travel between office and service sites may be required.
1. Minimal on-call duties, primarily focused on administrative support.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 per year, based on experience and qualifications.
1. Performance-based bonus structure available.
1. Comprehensive benefits package including Health, Dental, and Vision coverage.
1. 401(k) plan with company matching contributions.
1. Additional fringe benefits such as paid time off and professional development opportunities.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we cultivate a collaborative environment where every team member is valued and empowered to make a real impact.
1. We are dedicated to growth, innovation, and continuous improvement, with a focus on delivering outstanding customer satisfaction.
1. Our culture promotes inclusivity and career development, offering ample opportunities for personal and professional advancement.
1. Join us in a role that challenges you to excel while contributing to a supportive and forward-thinking team.
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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