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Remodeling - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for overseeing the administrative functions, billing, and daily office operations for our remodeling projects. Acts as a key liaison between management, clients, vendors, and staff to ensure smooth office workflow and effective communication. Plays an integral role in streamlining processes and supporting overall business growth through efficient office management.
2. Essential Duties and Responsibilities
1. Manage daily office operations, including scheduling, coordinating workflows, and supervising administrative staff.
1. Oversee billing processes, ensuring accuracy, timeliness, and proper invoicing for remodeling projects.
1. Administer office supplies inventory and coordinate with vendors for procurement needs.
1. Maintain organized records and documentation in compliance with company standards and industry regulations.
1. Support cross-functional teams by facilitating internal communications and resolving operational issues promptly.
3. Key Tasks / Daily Activities
1. Review and process invoices and billing statements each day.
1. Supervise administrative staff, providing training and performance feedback as needed.
1. Coordinate client communications, including scheduling appointments and follow-ups for remodeling consultations.
1. Monitor office workflow and address any discrepancies or delays in administrative tasks.
1. Ensure office equipment and facilities are well-maintained and operational.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: >98% accuracy on invoicing and billing processes.
1. Daily Operations Efficiency: 95% or higher on-time completion rate of scheduled tasks.
1. Client Communication Response Time: Average response time of less than 24 hours.
1. Staff Productivity: Maintain a team productivity rate of 90% or above, as measured by task completion metrics.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration or a related field.
1. A minimum of 3 years of experience in office management or a similar administrative role.
1. Strong communication, problem-solving, and organizational skills.
1. Proficient in Microsoft Office Suite and billing software with an aptitude for learning new technologies.
6. Preferred Experience
1. Experience in the remodeling or construction industry is highly preferred.
1. Prior exposure to project coordination and client management in a home services setting.
1. Demonstrated background in process improvement and team leadership.
1. Familiarity with industry-specific software and tools.
7. Physical Requirements
1. Ability to lift and move office supplies or documents up to 20 lbs.
1. Frequent use of computer and other office equipment in a standard office environment.
1. Prolonged periods of sitting, standing, and walking in an office setting.
1. Occasional light physical activity when managing office set-up or storage arrangements.
8. Work Environment and Schedule
1. Regular work schedule from Monday to Friday during standard business hours (8 AM – 5 PM).
1. Minimal travel required, typically limited to meetings with vendors or training sessions.
1. Occasional extended hours during peak project billing cycles or company events.
1. A collaborative office environment cultivating professionalism and teamwork.
9. Compensation and Benefits
1. Competitive salary range of $50,000 - $65,000 per annum, commensurate with experience.
1. Eligibility for performance-based bonuses and annual financial incentives.
1. Comprehensive health, dental, and vision insurance benefits.
1. 401(k) plan with company matching contributions and other fringe benefits, such as paid time off and professional development opportunities.
10. Company Culture and Overview
1. We are a dynamic remodeling company dedicated to transforming spaces and building lasting client relationships.
1. Foster an inclusive and growth-oriented environment where every employee is encouraged to innovate and excel.
1. Our team thrives on collaboration, accountability, and a shared vision of excellence in service delivery.
1. Join us in shaping exceptional experiences for homeowners through creative remodeling solutions.
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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