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Industrial Cleaning & Degreasing - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the central point of administrative coordination for our industrial cleaning and degreasing services. Oversee daily office functions including billing, contract documentation, and process improvements to support operational excellence. Enhance internal communications and efficiency to facilitate superior service delivery and client satisfaction. Contribute to strategic planning by ensuring all administrative tasks align with company goals.
2. Essential Duties and Responsibilities
1. Oversee and manage all administrative tasks related to billing, recordkeeping, and contract documentation.
1. Optimize office workflows and processes to ensure timely reporting and compliance with industry standards.
1. Serve as the reliable point of contact between clients, service teams, and vendors.
1. Maintain up-to-date documentation and assist in audits and compliance reviews.
3. Key Tasks / Daily Activities
1. Review, process, and verify incoming invoices, contracts, and client communications.
1. Generate billing reports and manage reconciliations with accuracy and efficiency.
1. Coordinate schedules for service teams and maintain calendar appointments for operational meetings.
1. Facilitate communication between departments to ensure seamless office operations.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy Rate: Achieve a 98% accuracy rate or above.
1. Contract Documentation Compliance: Maintain 100% adherence to company standards.
1. Customer Satisfaction Rating: Secure an average rating of over 4.8 stars from clients.
1. Administrative Efficiency: Improve process speed by reducing task processing times by 15%.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration or a related field.
1. Minimum of 3 years’ experience in administrative support or office management.
1. Proficiency in Microsoft Office Suite and familiarity with office management software.
1. Excellent organizational and communication skills with a strong attention to detail.
6. Preferred Experience
1. Experience within the industrial cleaning and degreasing industry or a closely related home services field.
1. Background in managing billing and contract documentation in a technical or industrial setting.
1. Familiarity with industry-specific safety and compliance regulations.
1. Experience in supervising or mentoring a small office team.
7. Physical Requirements
1. Ability to lift up to 20 pounds occasionally.
1. Extended periods of computer-based work and sitting.
1. Frequent walking or standing during daily routines.
1. Minimal exposure to outdoor or industrial environments.
8. Work Environment and Schedule
1. Typical work hours are Monday to Friday from 8 AM to 5 PM.
1. Occasional on-call responsibilities for urgent administrative support.
1. Opportunities for remote work as needed based on operational requirements.
1. Minimal travel is expected with primary duties based in the office.
9. Compensation and Benefits
1. Competitive salary range: $50,000 - $60,000 USD per annum.
1. Performance-based bonus structure to reward efficiency and excellence.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. 401k plan with company match and additional fringe benefits.
10. Company Culture and Overview
1. Collaborative and inclusive work environment that values each team member’s contribution.
1. A strong commitment to professional growth, innovation, and continuous improvement.
1. Culture of open communication and mutual respect, empowering employees to excel.
1. A mission-driven company focused on delivering exceptional industrial cleaning and degreasing services.
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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