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Home Inspection - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: Chief Operating Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll run the office that supports our commercial inspectors. You supervise the Office Admin and Inspection Scheduler, manage engagement agreements and insurance certificates, book inspector travel, and keep project files and company registrations in order, so inspectors can stay in the field.
2. Essential Duties and Responsibilities
1. Supervise the Office Admin and Inspection Scheduler, set their priorities, and cover their work when needed.
1. Send engagement agreements, collect signatures and retainers, and hold projects that aren't ready to schedule.
1. Issue certificates of insurance to clients and property managers, and collect them from subconsultants.
1. Book inspector flights, hotels and rental cars within the travel policy.
1. Keep project files, signed agreements and delivered reports organized and kept for the period your policy sets.
1. Keep company registrations and business licenses current in each state where the firm works.
1. Manage office vendors, equipment and supplies, including inspection gear orders.
3. Key Tasks / Daily Activities
1. Work the shared inbox and route client requests to the right person.
1. Check that every project scheduled this week has a signed agreement and the insurance certificates the site requires.
1. Book or change inspector travel as the schedule shifts.
1. Answer client billing questions and send invoice requests to the Bookkeeper.
4. Key Performance Indicators (KPIs)
1. Projects started with a signed agreement: [your target].
1. Certificate of insurance requests turned around on time: [your target].
1. Travel booked within policy: [your target].
1. Client email response time: [your target].
5. Required Qualifications and Skills
1. [3+] years of office management or senior administrative experience.
1. Experience with contracts, insurance certificates or vendor paperwork.
1. Keeps agreements, insurance certificates and travel straight across many projects at once, and writes clear client emails.
1. Comfort with [your inspection software], e-signature tools and Microsoft Office or Google Workspace.
6. Preferred Experience
1. Experience at an engineering, inspection, real estate or construction firm.
1. Experience supervising administrative staff.
1. Experience booking business travel for a field team.
7. Physical Requirements
1. Sit at a computer and on the phone for most of the day.
1. Lift supply and equipment boxes up to [25] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Office-based at [main office location].
1. Regular hours: [8 a.m. to 5 p.m., Monday through Friday].
1. Occasional early or late calls to sort out travel problems for inspectors on the road.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new office manager gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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