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Pool & Spa Maintenance - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the backbone of our pool & spa maintenance operations by managing office tasks, billing, and coordination to ensure seamless service delivery. Act as a central point of contact between field technicians, customers, and management to maintain operational excellence. Enhance efficiency and customer satisfaction through proactive administration and communication.
2. Essential Duties and Responsibilities
1. Oversee daily office operations to ensure efficient administrative support and coordination for pool & spa maintenance services.
1. Manage billing processes, invoice generation, and follow-up to guarantee timely payments and financial accuracy.
1. Coordinate scheduling and communication between field technicians and administrative staff to optimize service delivery.
1. Monitor and maintain office systems, ensuring proper documentation and compliance with company policies.
3. Key Tasks / Daily Activities
1. Process and verify invoices and billing information on a daily basis.
1. Coordinate technician schedules through dispatch and ensure timely communication with customers regarding service appointments.
1. Respond promptly to customer inquiries via phone, email, or in-person visits.
1. Maintain accurate records and files related to service activities, billing, and other administrative tasks.
4. Key Performance Indicators (KPIs)
1. Invoice processing accuracy: 99% accuracy in invoice preparation and error-free billing.
1. Billing turnaround time: Invoices issued and sent within 24 hours of service completion.
1. Customer satisfaction rating: Achieve a rating of >4.8 stars on service feedback surveys.
1. Office operational efficiency: Maintain >90% on-time completion of scheduled tasks and administrative duties.
5. Required Qualifications and Skills
1. High school diploma or equivalent; college degree preferred.
1. Minimum of 3 years of experience in office management within a service-oriented environment.
1. Proficient in using MS Office, billing software, and scheduling applications.
1. Strong organizational, communication, and problem-solving skills.
6. Preferred Experience
1. Previous experience managing office operations within the pool & spa or home services industry.
1. Familiarity with dispatch software and customer relationship management (CRM) tools.
1. Experience with billing systems and financial reconciliations specific to maintenance services.
1. Demonstrated experience in customer service and administrative coordination.
7. Physical Requirements
1. Ability to lift up to 25 pounds when necessary.
1. Extended periods of sitting and computer use are required.
1. Occasional need for moving files, documents, and office supplies.
1. Minimal physical exertion; primarily office-based duties.
8. Work Environment and Schedule
1. Standard office environment with a focus on administrative and support tasks.
1. Regular work hours Monday to Friday, typically 8 AM to 5 PM.
1. Occasional off-site meetings or brief visits to field locations may be required.
1. Flexibility to accommodate occasional after-hours activities or urgent administrative needs.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 per year, based on experience and qualifications.
1. Eligibility for performance-based bonuses and incentives.
1. Comprehensive Health, Dental, and Vision Insurance provided.
1. 401k plan, paid time off, and additional fringe benefits available.
10. Company Culture and Overview
1. Our company fosters a culture of innovation, collaboration, and continuous growth.
1. We value diversity, integrity, and a commitment to exceptional customer service.
1. We encourage professional development and provide opportunities to grow within our dynamic team.
1. Join us in a supportive environment where your contributions are recognized and your career success is a priority.
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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