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Refrigeration Install & Service - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: General Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll run the branch office and the paperwork that turns finished service calls into paid invoices. You'll lead the customer service team, keep tickets moving to billing, manage customer contracts and insurance certificates, and keep the office ready for the next emergency call.
2. Essential Duties and Responsibilities
1. Lead the Customer Service Representatives and set coverage for phones and customer portals.
1. Move completed tickets to invoicing, checking each for the customer's work order number, signature and required photos.
1. Submit invoices through customer portals before their deadlines and fix rejected invoices.
1. Keep service agreement records current: start and end dates, covered equipment and visit schedule.
1. Send the certificates of insurance, tax forms and vendor packets new customers require.
1. Track company licenses, vehicle registrations and office vendor contracts.
3. Key Tasks / Daily Activities
1. Clear the previous day's completed tickets for billing.
1. Check customer portals for rejected invoices and missing check-out records.
1. Cover phones or dispatch during busy hours.
1. Answer customer questions about invoices and what their agreement covers.
4. Key Performance Indicators (KPIs)
1. Days from completed ticket to invoice: [your target].
1. Portal invoices rejected: [your target].
1. Billing disputes resolved: [your target].
1. Calls answered live: [your target].
5. Required Qualifications and Skills
1. [3+] years managing an office in field service, construction or a trade business.
1. Experience supervising customer service or administrative staff.
1. Strong skills with [your field service software], spreadsheets and email.
1. Close attention to work order numbers, contract dates and each customer's billing rules.
6. Preferred Experience
1. Experience with grocery or restaurant chain work order and invoicing portals.
1. Experience with certificates of insurance and vendor setup paperwork.
1. A bookkeeping or billing background.
7. Physical Requirements
1. Sit at a computer and on the phone for most of the day.
1. Lift boxes of files or supplies up to [25] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Office-based at [branch], [your hours].
1. Some early or late hours during busy weeks and month-end billing.
1. Occasional after-hours backup for dispatch: [rotation].
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new office manager gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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