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Remodeling - Commercial - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the central administrative hub for commercial remodeling projects, ensuring seamless management of billing, documentation, and office tasks to drive operational efficiency. Collaborate with project teams and external vendors to support project delivery and uphold high-quality standards.
2. Essential Duties and Responsibilities
1. Manage and process billing, invoicing, and payment reconciliation to maintain financial accuracy.
1. Maintain, organize, and update project documentation and records for compliance and review.
1. Oversee daily administrative tasks to ensure smooth office operations and project support.
1. Coordinate communication between project teams, vendors, and clients to expedite workflow.
1. Assist in scheduling meetings, preparing reports, and supporting project managers as needed.
3. Key Tasks / Daily Activities
1. Review and process incoming invoices and billing documentation each morning.
1. Communicate with vendors, subcontractors, and team members regarding project updates.
1. Organize and archive contracts, project plans, and regulatory documents.
1. Schedule appointments and meetings to ensure timely coordination of project tasks.
1. Prepare daily summary reports on billing status and administrative tasks for management review.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: Achieve a 98% accuracy rate in invoicing and payment processing.
1. Documentation Timeliness: Ensure 100% of project documents are submitted on schedule.
1. Customer Satisfaction Rating: Maintain a rating greater than 4.8 stars by supporting efficient operations.
1. Invoice Turnaround Time: Complete project invoice processing within three business days.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration or a related field.
1. Minimum of 3 years’ experience in office administration, preferably within project-driven environments.
1. Excellent organizational, written, and verbal communication skills.
1. Proficiency in Microsoft Office Suite and billing/office management software.
1. Strong attention to detail and ability to manage multiple priorities effectively.
6. Preferred Experience
1. Experience in the construction, commercial remodeling, or related home services industry.
1. Familiarity with industry-specific documentation and regulatory requirements.
1. Previous exposure to project management or operations support roles.
1. Demonstrated ability to streamline administrative processes in a fast-paced environment.
7. Physical Requirements
1. Ability to lift and carry up to 25 pounds if required for document handling.
1. Prolonged periods of sitting while working at a computer and other office equipment.
1. Frequent use of a telephone for communication with team members and vendors.
1. Standard office environment with minimal exposure to physical hazards.
8. Work Environment and Schedule
1. Standard office hours from Monday to Friday during regular business hours.
1. Occasional onsite visits to commercial remodeling project sites.
1. Minimal travel requirements when office-based tasks are prioritized.
1. Availability for minor schedule adjustments during peak project periods.
9. Compensation and Benefits
1. Salary range: $45,000 - $60,000 per year based on experience and qualifications.
1. Performance-based bonus structure to reward exceptional service.
1. Comprehensive health insurance package.
1. Dental and vision coverage included in benefits package.
1. 401k retirement plan with company match.
10. Company Culture and Overview
1. We foster a collaborative and inclusive work environment that champions teamwork and professional growth.
1. Our culture is built on innovation, integrity, and a commitment to excellence in every project we undertake.
1. We invest in our employees’ careers through continuous learning opportunities and robust training programs.
1. Join our team to be part of a forward-thinking company dedicated to delivering outstanding commercial remodeling results.
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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