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HVAC - Commercial - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General manager or chief operating officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Oversees and streamlines office operations in a dynamic commercial HVAC environment. Manages billing, paperwork, and daily administrative tasks to support operational efficiency. Acts as a critical communication hub between field technicians, management, and customers. Contributes directly to customer satisfaction and business growth through effective office management.
2. Essential Duties and Responsibilities
1. Organize and manage billing processes to ensure accuracy and timely processing.
1. Handle all related paperwork and documentation in accordance with company policies.
1. Coordinate daily office tasks to support field operations and maintenance schedules.
1. Communicate effectively with technicians, vendors, and clients to resolve issues promptly.
3. Key Tasks / Daily Activities
1. Process invoices, billing statements, and financial records consistently each day.
1. Prepare and file paperwork, ensuring all documentation meets regulatory and company standards.
1. Monitor and update schedules and daily work logs to maintain operational flow.
1. Engage with customers and field personnel to manage inquiries and resolve discrepancies.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy Rate: >98%.
1. Paperwork Turnaround Time: within 24 hours.
1. Customer Response Time: <2 hours.
1. Daily Operational Tasks Completion Rate: 100%.
5. Required Qualifications and Skills
1. Minimum of a high school diploma or equivalent; Associate’s degree preferred.
1. At least 2-3 years of office management or administrative support experience.
1. Proficient in Microsoft Office Suite and office management software.
1. Strong organizational, multitasking, and customer service skills.
6. Preferred Experience
1. Prior experience in the commercial HVAC or home services industry.
1. Familiarity with billing software and office administration within a technical service company.
1. Exposure to scheduling and dispatch systems used in field services.
1. Demonstrated ability in managing high-volume paperwork in a fast-paced environment.
7. Physical Requirements
1. Ability to sit for extended periods while working at a computer.
1. Ability to lift office supplies and equipment up to 15 pounds.
1. Frequent communication and occasional on-site visits may be required.
1. Work typically performed in a standard office environment.
8. Work Environment and Schedule
1. Standard office hours: Monday through Friday, 8:00 AM to 5:00 PM.
1. Occasional overtime may be required during peak periods.
1. Minimal travel between office and job sites.
1. On-call responsibilities may apply during emergency billing or documentation issues.
9. Compensation and Benefits
1. Competitive salary range: $45,000 - $55,000 per year based on experience.
1. Eligibility for performance-based bonuses.
1. Comprehensive health, dental, and vision insurance.
1. 401(k) plan with company match and additional fringe benefits.
10. Company Culture and Overview
1. We foster a collaborative environment where each team member’s contribution is valued.
1. Our culture emphasizes continuous improvement, innovation, and professional growth.
1. We are dedicated to creating a supportive and inclusive workplace.
1. Join a team that is passionate about delivering exceptional service to our customers and making a positive impact in the home services industry.
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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