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HVAC - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General manager or owner]
Location: [INSERT LOCATION HERE]
1. Position Summary
Provide efficient office coordination and support for our HVAC operations to ensure smooth administrative processes. Act as the central point of contact for billing, scheduling, and overall office management. Contribute to high levels of customer satisfaction by maintaining timely and accurate administrative procedures. Support field technicians and management with essential documentation and communication.
2. Essential Duties and Responsibilities
1. Coordinate daily office operations and maintain efficient communication with all team members.
1. Manage billing processes, including invoicing, payment follow-ups, and record keeping.
1. Oversee administrative support functions such as scheduling, data entry, and file management.
1. Implement and monitor office policies and procedures to improve workflow and productivity.
3. Key Tasks / Daily Activities
1. Process incoming invoices and manage accounts receivable on a daily basis.
1. Communicate with HVAC technicians, customers, and vendors to schedule appointments and resolve issues.
1. Update and maintain accurate records in office management systems and software.
1. Perform routine office maintenance tasks and provide support in document preparation and data entry.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: Maintain >98% accuracy in all billing operations.
1. Invoice Processing Time: Achieve an average processing time of <24 hours per invoice.
1. Customer Satisfaction Rating: Ensure a customer rating of >4.8 stars on feedback surveys.
1. Office Efficiency: Achieve 100% adherence to scheduled office operations and task management.
5. Required Qualifications and Skills
1. Minimum of a High School Diploma or equivalent; Associate’s or Bachelor’s degree preferred.
1. At least 2 years of experience in office management or administrative support, preferably in a related field.
1. Proficiency in Microsoft Office Suite and familiarity with office management software.
1. Strong organizational, communication, and problem-solving skills.
6. Preferred Experience
1. Previous experience working as an Office Manager in the HVAC or home services industry.
1. Familiarity with industry-specific software for scheduling and billing.
1. Experience in coordinating field operations and supporting technical teams.
1. Demonstrated ability to lead and motivate team members in a dynamic work environment.
7. Physical Requirements
1. Ability to work at a computer for extended periods and perform repetitive office tasks.
1. Occasionally lift and carry office supplies up to 15-20 lbs.
1. Navigate between different areas of the office environment as needed.
1. Work in a standard office setting with minimal physical exertion.
8. Work Environment and Schedule
1. Typical work hours are Monday through Friday, 8:00 a.m. to 5:00 p.m.
1. Occasional overtime may be required during peak periods.
1. Primarily an office-based role with minimal travel expectations.
1. Work within a modern, well-equipped office facility.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 USD annually.
1. Performance-based bonus opportunities.
1. Comprehensive Health, Dental, and Vision insurance offered.
1. 401k plan with company match and paid time off (vacation, sick leave).
10. Company Culture and Overview
1. Our company is committed to creating a collaborative, inclusive, and growth-oriented workplace.
1. We value innovation, continuous improvement, and a strong work-life balance.
1. Our team members enjoy opportunities for professional development and career progression.
1. We celebrate diversity and strive to empower every employee to achieve excellence in their role.
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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