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Handyman Services - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Office Manager for Handyman Services is responsible for ensuring smooth, efficient daily operations within our administrative office. This role oversees billing, contract documentation, and a wide range of administrative tasks, directly supporting our field teams and contributing to overall service excellence and operational efficiency.
2. Essential Duties and Responsibilities
1. Manage daily billing procedures and ensure invoicing accuracy.
1. Oversee contract documentation, maintaining compliance with industry standards.
1. Coordinate various administrative tasks to support field operations effectively.
1. Liaise with service technicians and customers to ensure timely resolution of inquiries.
3. Key Tasks / Daily Activities
1. Process routine billing assignments and verify payment records.
1. Prepare daily schedules, track contract deadlines, and update documentation logs.
1. Communicate with technicians and customers regarding service updates.
1. Maintain organized office records and monitor office supply inventories.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy Rate: 98% or higher.
1. Contract Documentation Completion: 100% on time.
1. Customer Response Time: Average response under 1 hour.
1. Office Efficiency: Achieve 95% on internal deadline compliance.
5. Required Qualifications and Skills
1. Bachelor’s degree or equivalent experience in Business Management or a related field.
1. Minimum of 3 years’ experience in office management or administrative roles.
1. Proficient in MS Office, billing software, and document management systems.
1. Strong organizational, communication, and multitasking skills.
6. Preferred Experience
1. Experience within the home services or handyman industry.
1. Familiarity with billing systems and customer relationship management tools.
1. Proven track record managing contract documentation in a fast-paced environment.
1. Previous roles that required direct coordination with field teams and customers.
7. Physical Requirements
1. Ability to sit or stand for extended periods throughout the day.
1. Occasional lifting of up to 15-20 pounds during office tasks.
1. Capability to navigate a dynamic workspace with varying activity levels.
1. Occasional visits to different office locations or field sites as needed.
8. Work Environment and Schedule
1. Standard office hours from Monday through Friday, 8 AM to 5 PM.
1. Occasional extended hours during peak billing or contract renewal periods.
1. Minimal travel required, with occasional on-site visits as necessary.
1. Flexibility for on-call support during emergency contract updates.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 USD per year based on experience.
1. Opportunity for performance-based bonuses.
1. Comprehensive Health, Dental, and Vision insurance plans.
1. Retirement plan (401k), paid time off, and additional fringe benefits.
10. Company Culture and Overview
1. We are a growth-oriented company fostering a collaborative and inclusive environment.
1. Our culture emphasizes integrity, innovation, and exceptional customer service.
1. We invest in the professional development and career progression of our team members.
1. Join a dynamic team that values open communication, respect, and shared success.
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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