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Painting - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager or owner]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the backbone of the office, overseeing all administrative functions and ensuring smooth day-to-day operations for our painting services business. Manage billing, scheduling, and coordination between team members and clients to enhance operational efficiency and customer satisfaction.
2. Essential Duties and Responsibilities
1. Oversee daily office operations, ensuring all administrative tasks are completed accurately and on time.
1. Manage billing procedures, invoice preparation, and payment follow-ups.
1. Coordinate schedules between painting crews, suppliers, and client appointments.
1. Maintain clear communication channels between management, employees, and customers.
1. Handle customer inquiries and resolve issues to uphold a high standard of service.
3. Key Tasks / Daily Activities
1. Process and verify billing and invoices each day.
1. Update and manage the scheduling calendar for painting projects.
1. Communicate daily with crews to ensure timely completion of projects.
1. Respond promptly to client emails, calls, and service requests.
1. Maintain and update client records and project documentation.
4. Key Performance Indicators (KPIs)
1. Invoice accuracy: 99% accuracy on all billing documents each month.
1. On-time scheduling: 95% of appointments and projects start as scheduled.
1. Customer satisfaction: Achieve a minimum of 4.8-star rating on customer feedback surveys.
1. Response Time: Address 90% of client inquiries within one business day.
5. Required Qualifications and Skills
1. Bachelor’s degree or equivalent experience in business administration, management, or related field.
1. Minimum of 3 years’ experience in an administrative or office management role.
1. Proficient in office software (e.g., Microsoft Office, scheduling software).
1. Excellent communication, organizational, and problem-solving skills.
1. Ability to work independently and manage multiple tasks simultaneously.
6. Preferred Experience
1. Experience working in the home services industry, particularly within painting or related trades.
1. Familiarity with industry-specific billing and scheduling software.
1. Previous exposure to managing field service teams in a dynamic environment.
1. Knowledge of basic accounting principles and customer service best practices.
7. Physical Requirements
1. Ability to lift up to 25 pounds occasionally.
1. Extended periods of sitting, standing, or light walking throughout the day.
1. Occasional travel within the local service area may be required.
1. Comfortable working in both an office setting and occasionally visiting client sites.
8. Work Environment and Schedule
1. Standard office setting with a balance of desk work and on-site visits.
1. Typical work hours: 8:00 AM – 5:00 PM, Monday through Friday.
1. Occasional overtime during peak project periods.
1. Limited travel within the local service area may be necessary.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 per year, commensurate with experience.
1. Performance-based bonus potential.
1. Health, Dental, and Vision insurance coverage.
1. 401(k) plan with company match.
1. Additional fringe benefits such as paid time off and professional development opportunities.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a collaborative and inclusive work environment where innovation and dedication drive success.
1. We value our employees, encouraging continuous learning, career growth, and a strong commitment to customer satisfaction.
1. Our goal is to create a workplace where every team member feels empowered, respected, and motivated to achieve excellence.
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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