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Housekeeping - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
This role is responsible for managing daily office operations and supporting the housekeeping team while ensuring seamless administrative functions, billing accuracy, and efficient office organization.
2. Essential Duties and Responsibilities
1. Oversee the daily administrative operations to maintain an efficient office environment.
1. Coordinate housekeeping schedules and support service quality for residential and commercial clients.
1. Manage billing processes, invoicing, and follow-up communications to resolve discrepancies.
1. Maintain office organization through effective filing systems, supply management, and data entry.
3. Key Tasks / Daily Activities
1. Greet clients and visitors, ensuring a professional and welcoming environment.
1. Process and monitor billing and invoicing to ensure timely customer payments.
1. Organize and update records, documents, and schedules to support team productivity.
1. Act as a conduit between field housekeeping staff and management, resolving issues promptly.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: Achieve a 99% accuracy rate on all customer invoices.
1. Customer Satisfaction Rating: Maintain a score of >4.8 stars based on client feedback.
1. Office Efficiency: Ensure that administrative tasks are completed within 1 business day.
1. Housekeeping Scheduling Compliance: Attain at least a 95% adherence to the team schedule.
5. Required Qualifications and Skills
1. Associate’s or Bachelor’s degree in Business Administration or a related field.
1. Minimum of 2 years’ experience in office management, preferably within home services.
1. Proficient in billing software and Microsoft Office Suite.
1. Strong organizational, multitasking, and interpersonal communication skills.
6. Preferred Experience
1. Experience working in a home services or facilities management environment.
1. Familiarity with scheduling software and customer relationship management (CRM) systems.
1. Previous administrative support experience within a dynamic team setting.
7. Physical Requirements
1. Ability to lift up to 25 lbs when necessary.
1. Regularly required to sit, stand, and walk during office hours.
1. Occasionally required to navigate confined spaces in office storage or server rooms.
8. Work Environment and Schedule
1. Typical work hours are Monday through Friday, 8:00 AM - 5:00 PM.
1. Minimal travel required between office and service locations.
1. Occasional on-call support during peak service demand periods.
1. Office setting with a mix of desk-based and hands-on administrative tasks.
9. Compensation and Benefits
1. Salary range: $40,000 - $55,000 per year, commensurate with experience.
1. Eligible for performance bonuses based on billing accuracy and customer satisfaction.
1. Comprehensive health, dental, and vision insurance plans available.
1. Participation in a 401(k) plan with company match and other fringe benefits.
10. Company Culture and Overview
1. We are a growth-oriented company dedicated to delivering exceptional home services with a commitment to excellence and innovation.
1. Our culture values teamwork, continuous improvement, and personal development, offering employees ample opportunity to level up their careers.
1. We pride ourselves on fostering an inclusive environment where every team member’s contribution is celebrated.
1. Join us if you’re looking for a dynamic workplace that thrives on integrity, professionalism, and customer satisfaction.
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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