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Pest Control - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General manager or operations manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for providing efficient administrative support to the pest control team while overseeing essential office functions such as billing, record keeping, and client communications. Acts as the central point of contact ensuring smooth coordination between field operations and corporate management. Enhances operational efficiency through proactive problem-solving and effective process management. Plays a key role in maintaining high levels of customer service and operational compliance.
2. Essential Duties and Responsibilities
1. Manage day-to-day administrative tasks including scheduling, phone and email correspondence, and document management.
1. Oversee billing processes, invoicing, and payment follow-ups to ensure financial accuracy and timely collections.
1. Maintain accurate records of client interactions, service histories, and employee logs.
1. Coordinate communication and information flow between field technicians, management, and clients.
3. Key Tasks / Daily Activities
1. Process incoming customer inquiries and resolve issues promptly through phone and email.
1. Generate and distribute invoices, monitor payments, and prepare daily/weekly financial reports.
1. Organize and update digital files, customer databases, and service records.
1. Coordinate scheduling of service appointments and support field technicians with data and routing information.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: Maintain >98% accuracy in invoicing and financial records.
1. Customer Satisfaction Rating: Achieve a rating of >4.8 stars on client feedback surveys.
1. Record Completion Rate: Ensure 100% of administrative records are updated within 24 hours.
1. Response Time: Resolve internal and external inquiries in less than 2 business hours.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration, Management, or a related field.
1. At least 3 years of administrative or office management experience.
1. Strong proficiency in MS Office and office management software.
1. Excellent communication, organizational, and multitasking skills.
6. Preferred Experience
1. Experience within the pest control industry or a related home services field.
1. Prior exposure to billing, invoicing, and record-keeping processes in a service-oriented environment.
1. Familiarity with scheduling systems and CRM platforms.
1. Demonstrated ability to work in a fast-paced environment with high customer service standards.
7. Physical Requirements
1. Ability to remain seated for prolonged periods while performing computer-based tasks.
1. Capability to lift and carry files or office supplies up to 20 pounds periodically.
1. Frequent use of standard office equipment and occasional mobility to different office areas.
1. Work in an environment that is predominantly indoors with minimal physical strain.
8. Work Environment and Schedule
1. Typical work hours are Monday through Friday, 8:00 AM to 5:00 PM.
1. Occasional overtime may be required during peak billing periods or special projects.
1. Minimal travel expected between office and on-site visits if necessary.
1. Office setting with a professional and collaborative atmosphere.
9. Compensation and Benefits
1. Salary range of $45,000 - $55,000 per year, commensurate with experience.
1. Eligibility for performance-based bonuses and commission incentives.
1. Comprehensive benefits package including Health, Dental, and Vision coverage.
1. Participation in a 401(k) plan along with additional fringe benefits such as paid time off.
10. Company Culture and Overview
1. We foster a dynamic and inclusive work environment where innovation and teamwork drive success.
1. Our company values continuous improvement and encourages employees to seek professional development opportunities.
1. We pride ourselves on a culture that emphasizes open communication, recognition, and mutual respect.
1. Join our team and be part of a forward-thinking organization dedicated to making a difference 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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