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Plumbing - Commercial - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Office Manager is responsible for ensuring smooth and efficient administrative operations within our commercial plumbing division. This role plays a critical part in managing billing, document control, and daily administrative tasks to support the operational objectives of the company. The ideal candidate will be detail-oriented, proactive, and capable of maintaining high standards of office organization, directly contributing to overall business efficiency.
2. Essential Duties and Responsibilities
1. Manage and oversee daily administrative operations, including scheduling, billing, and document management.
1. Ensure timely and accurate processing of invoices, customer payments, and supplier billing procedures.
1. Maintain and organize critical documents and records, guaranteeing compliance with company policies and industry regulations.
1. Coordinate communications between field service teams, vendors, and corporate staff to facilitate seamless operations.
1. Provide training and guidance to administrative staff to uphold best practices and efficient workflows.
3. Key Tasks / Daily Activities
1. Process and track invoices, receipts, and billing statements to ensure consistency in the financial workflow.
1. Update and maintain accurate records within document management systems for easy retrieval and audit readiness.
1. Serve as the primary point of contact for internal and external inquiries related to administrative and billing matters.
1. Schedule and coordinate meetings, appointments, and communications across multiple teams daily.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: Achieve a billing error rate of less than 1%.
1. Document Retrieval Efficiency: Ensure 95% of critical documents are accessible within two minutes of request.
1. On-Time Invoice Processing: Maintain a processing accuracy rate of 99% for daily invoicing tasks.
1. Administrative Task Completion: Achieve a target of 100% on-time completion of all scheduled administrative duties.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration, Management, or a related field.
1. 3-5 years of experience in office administration or management, preferably in a service-oriented industry.
1. Excellent organizational, communication, and multitasking skills.
1. Proficiency with Microsoft Office Suite and related billing/document management software.
6. Preferred Experience
1. Prior experience in the commercial plumbing or broader home services industry.
1. Familiarity with industry-specific software and tools used for billing and document management.
1. Experience working within a fast-paced, service-oriented environment.
1. Demonstrated ability to effectively support cross-functional teams in operational settings.
7. Physical Requirements
1. Ability to work primarily in an office environment with moderate physical activity.
1. Occasionally required to lift and transport materials weighing up to 25 lbs.
1. Sufficient visual and auditory acuity to operate standard office equipment.
1. The role may occasionally require brief periods of standing or walking during site visits.
8. Work Environment and Schedule
1. Typical work hours are Monday through Friday, 8:00 a.m. to 5:00 p.m.
1. Office environment with standard lighting and climate controls.
1. Occasional travel to job sites or vendor meetings may be required.
1. Limited on-call duties during peak operational periods as necessary.
9. Compensation and Benefits
1. Salary range: $50,000 - $65,000 per year based on experience and qualifications.
1. Eligibility for performance-based bonus programs.
1. Comprehensive health, dental, and vision insurance.
1. Participation in a 401(k) plan with company match and additional fringe benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we are driven by a passion for excellence and a dedication to customer satisfaction. Our collaborative and innovative environment nurtures personal and professional growth, empowering team members to succeed and achieve their career goals. We value integrity, teamwork, and a commitment to delivering top-tier service in the commercial plumbing 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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