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Gutter Installation - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: Operations Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
The Office Manager in the Gutter Installation industry is pivotal in ensuring smooth administrative operations, efficient billing processes, and basic HR functions. This role directly impacts the company's efficiency and customer satisfaction by maintaining accurate records, facilitating communication, and supporting team needs.
2. Essential Duties and Responsibilities
1. Oversee daily administrative operations to ensure efficient workflow and communication.
1. Manage billing and invoicing processes to guarantee timely and accurate financial transactions.
1. Handle basic HR functions, including onboarding, personnel records maintenance, and benefits administration.
1. Utilize industry-standard software such as QuickBooks and Microsoft Office Suite for record-keeping and reporting.
1. Coordinate with the Operations Manager to align office activities with field operations.
1. Implement and maintain office procedures to enhance productivity and organization.
1. Manage office supplies and equipment to ensure availability and functionality.
1. Support customer service efforts by addressing inquiries and facilitating resolutions.
3. Key Tasks / Daily Activities
1. Review and process invoices and payments daily to maintain financial accuracy.
1. Conduct regular updates of employee records and handle HR documentation weekly.
1. Schedule and coordinate meetings and appointments for the Operations Manager.
1. Monitor office communications, including phone and email, to ensure timely responses.
1. Prepare weekly reports on administrative activities and financial status for management review.
1. Maintain office organization through filing, archiving, and document management.
1. Facilitate new employee orientations and training sessions as required.
4. Key Performance Indicators (KPIs)
1. Invoice processing accuracy ≥ 98%.
1. Customer satisfaction score (CSAT) ≥ 4.7/5.0.
1. Employee onboarding completion within 7 days of hire.
1. Office supply cost management within budget ± 5%.
1. 30/60/90-day ramp expectations: Achieve 80% of KPIs by 30 days, 90% by 60 days, and 100% by 90 days.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration or related field.
1. Proficiency in QuickBooks, Microsoft Office Suite, and CRM systems.
1. Strong organizational and multitasking skills.
1. Excellent communication and interpersonal abilities.
1. Basic understanding of HR practices and procedures.
6. Preferred Experience
1. 2+ years of experience in office management within the construction or home services industry.
1. Familiarity with the gutter installation process and terminology.
1. Experience in managing billing and invoicing for a service-based business.
1. Previous experience with employee onboarding and HR documentation.
7. Physical Requirements
1. Ability to sit for extended periods while working at a computer.
1. Occasionally lift office supplies weighing up to 20 pounds.
1. Minimal travel required for training or meetings.
8. Work Environment and Schedule
1. Typical office hours are Monday through Friday, 8:00 AM to 5:00 PM.
1. Occasional extended hours during peak seasons or end-of-month billing cycles.
1. Primarily office-based with minimal field visits.
9. Compensation and Benefits
1. Competitive base salary with performance bonuses tied to KPIs.
1. Payouts contingent on maintaining high CSAT and low error rates in billing.
1. Benefits include health insurance, retirement plan, and paid time off.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we pride ourselves on delivering exceptional service and quality craftsmanship in gutter installation. Our team values accountability, safety, and customer delight, fostering a work environment where growth and excellence are encouraged. Join us to be part of a dynamic and supportive team that thrives on making a difference in our community.
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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