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Janitorial - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the backbone of our janitorial division by managing billing, documentation, and day-to-day administrative tasks. Ensure seamless office operations to support field teams and maintain excellent service delivery. Act as the primary liaison between staff, vendors, and clients to facilitate effective communication. Enhance operational efficiency and support the overall growth of our home services business.
2. Essential Duties and Responsibilities
1. Oversee all billing processes and ensure accurate, timely invoicing and collections.
1. Manage documentation including contracts, work orders, and compliance records.
1. Coordinate day-to-day administrative tasks to support the janitorial team and office operations.
1. Maintain and improve internal systems for efficient workflow and record keeping.
3. Key Tasks / Daily Activities
1. Process and review billing data and ensure alignment with service delivery.
1. Update and maintain company databases with current documentation and client information.
1. Field inquiries from clients and vendors ensuring prompt and professional responses.
1. Coordinate scheduling and administrative support for on-site janitorial teams.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: Achieve a minimum of 98% billing accuracy.
1. Invoicing Turnaround: Complete all invoices within 24 hours of service completion.
1. Documentation Timeliness: Ensure data entry and record updates are completed within 48 hours.
1. Customer Satisfaction Rating: Maintain a rating of >4.8 stars on client feedback surveys.
5. Required Qualifications and Skills
1. Bachelor's degree in Business Administration, Management, or a related field is preferred.
1. Minimum of 3 years of experience in office management or administrative roles.
1. Proficiency in billing systems, MS Office Suite, and database management.
1. Strong communication, organizational, and problem-solving skills.
6. Preferred Experience
1. Experience in the home services or janitorial industry.
1. Proven track record in managing administrative processes in fast-paced environments.
1. Background in handling vendor relationships and customer service communications.
1. Familiarity with compliance standards and documentation procedures specific to service industries.
7. Physical Requirements
1. Ability to remain seated for long periods while working at a desktop computer.
1. Occasional need to lift files, binders, or office supplies up to 20 lbs.
1. Occasional visits to on-site locations require moderate physical activity.
1. Work in an office environment with standard lighting and controlled temperature.
8. Work Environment and Schedule
1. Standard office hours with a schedule of Monday through Friday.
1. Occasional extended hours during peak periods or for special projects.
1. Minimal travel required to support field office communications.
1. Occasional on-call responsibilities for urgent administrative matters.
9. Compensation and Benefits
1. Competitive salary range of $45,000 - $55,000 USD per year.
1. Eligibility for performance-based bonuses.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. 401(k) plan and additional fringe perks available.
10. Company Culture and Overview
1. We foster a supportive, growth-oriented environment that values each team member.
1. Our company is committed to professional development, offering continuous learning opportunities.
1. We prioritize integrity, teamwork, and customer satisfaction in all our operations.
1. Our inclusive culture encourages innovation, collaboration, and a positive work-life balance.
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].
Need help filling this role? HireBus posts the ad, Iris interviews every applicant by phone before you do, and you decide who to hire. Start hiring now: hirebus.com/hiring-audit · This template: hirebus.com/job-descriptions/janitorial/office-manager
08b81b95bef320733cdc98c1631b0ac008b1bf6e.png
Iy
& Z
A Y Blueprint) n “ hirebus

Start hiring now «___» hirebus.com/hiring-audit





