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Landscaping - Director of Admin & Operations
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations & Admin
Reports to: [Chief Executive Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
As the Director of Admin & Operations, you will play a pivotal role in our landscaping company overseeing all administrative aspects of the business, including scheduling, dispatching, customer success, operations, HR, financial reporting & accounting. You will directly report to the CEO, with production managers, techs, office assistants, and CSRs reporting directly to you.
2. Essential Duties and Responsibilities
1. Oversee all administrative functions, including scheduling, dispatching, and customer success.
1. Manage operations including HR, financial reporting & accounting, and CRM ownership.
1. Ensure seamless communication between all departments within the company.
1. Provide direct reports to the CEO regarding all business operations.
1. Supervise and guide production managers, techs, office assistants, and CSRs.
3. Key Tasks / Daily Activities
1. Monitor daily operations and make necessary adjustments to ensure efficiency.
1. Address customer inquiries and resolve any issues to ensure customer satisfaction.
1. Review financial reports and devise strategies for budgeting and cost management.
1. Conduct team meetings to discuss operational updates and improvements.
1. Manage HR functions including hiring, training, and performance evaluations.
4. Key Performance Indicators (KPIs)
1. Gross Margin %
1. Capacity Efficiency Score
1. Setting
1. Operational Efficiency - 95%+
1. Customer Satisfaction Rating - >4.8 stars
1. Financial Accuracy - 98%
1. Employee Retention Rate - >85%
5. Required Qualifications and Skills
1. Bachelor’s Degree in Business Administration or related field.
1. Minimum of 5 years of experience in operations management.
1. Excellent problem-solving and decision-making skills.
1. Proficient in CRM and other business software.
1. Strong leadership and communication skills.
6. Preferred Experience
1. Prior experience in the landscaping industry.
1. Proven track record in managing successful teams.
1. Experience in financial reporting and accounting.
7. Physical Requirements
1. Ability to work in an office setting.
1. Ability to sit for extended periods.
1. Capable of occasional site visits.
8. Work Environment and Schedule
1. Typical work hours are Monday to Friday, 9:00 AM - 5:00 PM.
1. Occasional weekend work may be required during peak seasons.
1. Minimal travel may be necessary.
9. Compensation and Benefits
1. Salary range: $75,000- $85,000 per annum.
1. Performance bonuses applicable.
1. Health, Dental, and Vision insurance.
1. 401k retirement plan.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we believe in the power of growth, innovation, and exceptional customer service. We strive to create a culture that encourages collaboration, continuous learning, and an unwavering commitment to excellence. Our goal is not only to succeed as a business but to help our employees level up and succeed in their careers.
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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