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Home Inspection - Office Admin
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the central hub for administrative functions in the home inspection department, ensuring smooth day-to-day coordination, efficient billing processes, and outstanding customer service. Support home inspectors and management by managing scheduling, documentation, and communication logistics that enhance operational efficiency and client satisfaction.
2. Essential Duties and Responsibilities
1. Manage administrative tasks including filing, document management, and record-keeping for home inspection reports.
1. Coordinate daily schedules and appointments for home inspectors and communicate updates to clients and team members.
1. Process billing and invoicing activities, ensuring accuracy, compliance, and timely delivery.
1. Provide front-line support to customers by answering inquiries, resolving issues, and facilitating a positive customer experience.
1. Assist with data entry and reporting, contributing to performance tracking and operational improvements.
3. Key Tasks / Daily Activities
1. Answer phone calls and emails promptly, providing professional and informative responses to client inquiries.
1. Schedule and confirm inspection appointments while managing calendar updates and reminders.
1. Process billing and payments, reconcile invoices, and prepare financial summaries for management review.
1. Maintain and update electronic and paper records, ensuring accuracy and confidentiality.
1. Collaborate with inspectors and management to ensure all administrative processes are aligned with company standards.
4. Key Performance Indicators (KPIs)
1. Invoice Accuracy: Achieve a minimum of 98% accuracy in billing and invoicing processes.
1. Appointment Coordination: Maintain a scheduling efficiency rate of 95% or higher.
1. Customer Satisfaction Rating: Secure an average satisfaction rating of >4.8 stars from customer feedback surveys.
1. Administrative Turnaround: Ensure that 100% of daily administrative tasks are completed within designated timelines.
5. Required Qualifications and Skills
1. High school diploma or equivalent; Associate’s or Bachelor’s degree preferred.
1. 2+ years of experience in office administration, preferably within the home services industry.
1. Excellent organizational and time-management skills with strong attention to detail.
1. Proficient in office software suites (e.g., Microsoft Office, Google Workspace) and billing systems.
1. Demonstrated ability to communicate clearly and professionally with both internal teams and external customers.
6. Preferred Experience
1. Prior experience in home inspection or related home services industries.
1. Experience with customer relationship management (CRM) systems and scheduling software.
1. Familiarity with industry-specific regulatory requirements and documentation processes.
1. Previous work in a fast-paced environment requiring multitasking and high levels of organization.
7. Physical Requirements
1. Ability to sit or stand for extended periods while performing computer-based tasks.
1. Occasional lifting of files or equipment up to 20 pounds.
1. Work in a standard office environment with minimal exposure to extreme conditions.
8. Work Environment and Schedule
1. Regular daytime hours, typically Monday through Friday.
1. Minimal travel requirements for occasional off-site meetings or training sessions.
1. Occasional extended hours during peak inspection seasons or billing cycles.
1. Standard office environment with a collaborative and supportive team culture.
9. Compensation and Benefits
1. Salary Range: $40,000 - $50,000 per year, commensurate with experience.
1. Performance bonuses tied to billing accuracy and customer satisfaction metrics.
1. Comprehensive Health, Dental, and Vision insurance plans.
1. 401(k) retirement plan with company matching contributions.
1. Additional fringe benefits including paid time off, professional development opportunities, and employee wellness programs.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we pride ourselves on a culture of continuous improvement, innovation, and collaboration. We empower our employees to take initiative, value open communication, and foster a supportive environment where everyone can thrive. Our commitment to exceptional customer service and personal growth makes us a leader in the home services industry.
1. Join our team to help shape the future of home inspections while advancing your career in a dynamic, growth-oriented company.
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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