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Plumbing - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager or Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Oversee daily administrative operations within the plumbing department to ensure efficient office management, billing, and logistics. Serve as the primary point of contact for internal teams and external partners. Contribute to the overall company success by supporting key operational functions and driving process improvements.
2. Essential Duties and Responsibilities
1. Manage administrative tasks including scheduling, document filing, and correspondence.
1. Oversee billing processes, invoicing, and financial documentation procedures.
1. Coordinate office logistics, supply management, and facility maintenance.
1. Serve as a liaison between plumbing technicians and management.
1. Monitor and improve office workflow and operational efficiency.
1. Assist in onboarding and training new administrative staff.
1. Ensure compliance with company policies and industry regulations.
3. Key Tasks / Daily Activities
1. Process and reconcile billing data with accuracy and timeliness.
1. Maintain organized and up-to-date records for financial transactions and office documents.
1. Respond to customer and vendor inquiries via phone or email promptly.
1. Schedule meetings, appointments, and facility maintenance tasks.
1. Manage office supply inventories and place orders as needed.
1. Support team members by providing administrative assistance and problem solving.
1. Prepare reports and communications for management review.
1. Participate in daily briefings with the operations team.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: Maintain 98% error-free invoicing.
1. Invoice Processing Time: Achieve an average turnaround time of under 48 hours.
1. Office Supply Management: Keep supply shortages below 5% incidence.
1. Customer Response Rate: Achieve a customer inquiry response of less than 1 business day.
5. Required Qualifications and Skills
1. Bachelor’s degree or equivalent experience in business administration or related field.
1. 3+ years of experience in office management, preferably in the home services industry.
1. Proficiency with billing software and Microsoft Office Suite.
1. Strong organizational and multitasking skills.
1. Excellent communication and interpersonal abilities.
1. Ability to work independently and in a team environment.
1. Detail-oriented with a commitment to process improvement.
1. Strong problem-solving skills.
6. Preferred Experience
1. Experience working within the plumbing or home services industry.
1. Previous exposure to customer-facing roles and direct client interactions.
1. Familiarity with industry-specific software and billing systems.
1. Proven track record in managing office operations in a fast-paced environment.
7. Physical Requirements
1. Ability to lift up to 25 pounds when necessary.
1. Extended periods of sitting and working at a desk.
1. Occasional light physical activities such as moving office files or supplies.
1. Standard office environment with controlled climate.
8. Work Environment and Schedule
1. Standard work hours from Monday to Friday, 9:00 AM to 5:00 PM.
1. Minimal travel required for training or company meetings.
1. Occasional overtime during peak business periods.
1. On-call duties may be required during billing or system issues.
1. Collaborative office environment with a focus on team success.
9. Compensation and Benefits
1. Annual salary range of $45,000 to $60,000 USD, commensurate with experience.
1. Eligibility for performance-based bonuses.
1. Health, dental, and vision insurance provided.
1. 401(k) plan with company match.
1. Paid time off and holiday leave.
1. Opportunities for professional development and advancement.
10. Company Culture and Overview
1. We foster a collaborative, growth-oriented environment where every team member's contribution is recognized.
1. Our culture emphasizes continuous improvement, innovation, and mutual support.
1. We are committed to customer satisfaction and community engagement.
1. Join us to be part of a dynamic team dedicated to operational excellence and career advancement.
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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