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Home Builder - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for overseeing billing, documentation, and daily administrative tasks to ensure smooth operations within our home building projects. Acts as a central point of coordination between field teams and management, contributing to efficient project execution and customer satisfaction.
2. Essential Duties and Responsibilities
1. Manage all aspects of office administration including billing, documentation, and daily operational tasks.
1. Coordinate communications between internal teams, vendors, and clients to ensure timely and accurate project-related updates.
1. Maintain up-to-date records and files ensuring compliance with industry standards and company policies.
1. Assist in scheduling, project planning, and resource allocation to support construction workflows.
3. Key Tasks / Daily Activities
1. Process and verify billing statements and invoices with high accuracy.
1. Monitor and update project documentation and records throughout the project lifecycle.
1. Respond to client inquiries and internal requests via phone, email, or in-person interactions.
1. Coordinate daily administrative tasks including scheduling meetings, managing correspondence, and maintaining office supplies.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy Rate: Achieve 98% accuracy on all invoices and billing statements.
1. Documentation Turnaround Time: Ensure 100% of documentation is processed within 24 hours.
1. Daily Administrative Task Completion: Maintain a 95% on-time completion rate for all scheduled tasks.
1. Customer Satisfaction Rating: Support achieving a customer satisfaction rating of >4.8 stars.
5. Required Qualifications and Skills
1. Bachelor’s degree or equivalent experience in business administration, management, or a related field.
1. Minimum of 3 years’ experience in office management, preferably within the home building or construction industries.
1. Excellent organizational, time management, and communication skills.
1. Proficient in office software (e.g., Microsoft Office, project management tools) and comfortable with technology.
6. Preferred Experience
1. Prior experience working with home builders or in the construction industry.
1. Familiarity with construction billing and project documentation processes.
1. Experience in coordinating field operations and supporting cross-functional teams.
1. Demonstrated ability to manage multiple projects simultaneously in a fast-paced environment.
7. Physical Requirements
1. Ability to lift light objects up to 20 pounds when necessary.
1. Regular use of office equipment such as computers, telephones, and scanners.
1. Occasional movement between office and on-site construction areas in a standard work environment.
8. Work Environment and Schedule
1. Typically works Monday through Friday from 8:00 AM to 5:00 PM in a standard office setting.
1. Occasional extended hours required during peak project periods.
1. Minimal travel between project sites and the main office may be necessary.
1. May occasionally need to respond to urgent issues outside of standard business hours.
9. Compensation and Benefits
1. Base salary ranging from $50,000 to $60,000 per year depending on experience.
1. Eligibility for performance bonuses based on company and individual performance metrics.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. Participation in a 401(k) plan with company match and additional fringe benefits.
10. Company Culture and Overview
1. Our company fosters a collaborative and growth-oriented culture focused on innovation and excellence in the home building industry.
1. We believe in investing in our employees through ongoing professional development and a supportive work environment.
1. Our team is driven by a passion for quality workmanship and exceptional customer service, making us a leader in our field.
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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