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Residential Builders / Developers - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing the front office operations and administrative functions to support the success of residential building and development projects. Acts as a key liaison between clients, vendors, and internal teams to ensure timely billing, scheduling, and overall office efficiency. Plays a vital role in maintaining a professional office environment that upholds company standards and ensures customer satisfaction.
2. Essential Duties and Responsibilities
1. Oversee daily office operations, including administrative support, billing processes, and schedule coordination.
1. Manage documentation, invoicing, and record-keeping for residential construction projects.
1. Coordinate with vendors, contractors, and internal teams to streamline communications and resolve issues promptly.
1. Ensure compliance with company policies and procedures while maintaining office organization and efficiency.
3. Key Tasks / Daily Activities
1. Process and monitor billing activities to ensure timely invoicing and collection.
1. Handle incoming calls and emails, providing support and information to clients and team members.
1. Schedule meetings, appointments, and on-site visits for project teams and senior management.
1. Maintain accurate and up-to-date records of project documentation, payments, and office supplies.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy Rate: 98% or higher.
1. Invoice Processing Time: Less than 48 hours per transaction.
1. Customer Satisfaction Rating: >4.8 stars on post-interaction surveys.
1. Administrative Task Completion: 95% of tasks completed within deadlines.
5. Required Qualifications and Skills
1. Bachelor’s degree or equivalent experience in business administration, office management, or a related field.
1. Minimum of 3 years of experience in office management or administrative roles, preferably in the construction or residential building industry.
1. Strong organizational and time-management skills with proficiency in common office software (MS Office, billing software, etc.).
1. Excellent communication and interpersonal skills to effectively interact with clients, team members, and vendors.
6. Preferred Experience
1. Previous experience with residential builders or developers and understanding of construction-related billing procedures.
1. Familiarity with project management tools and office management software.
1. Demonstrated success in streamlining administrative processes in a fast-paced environment.
1. Experience working in a role that required coordination across multiple teams and departments.
7. Physical Requirements
1. Ability to frequently use standard office equipment such as computers, telephones, and printers.
1. Occasional lifting of office supplies or documents up to 20 lbs.
1. Extended periods of sitting at a desk and working on a computer.
1. Adequate mobility to move between office and occasional on-site meetings.
8. Work Environment and Schedule
1. Typical work hours: Monday through Friday, 8:00 AM to 5:00 PM.
1. Standard office environment with a mix of individual work and team collaboration.
1. Occasional visits to residential project sites may be required.
1. Limited travel; primarily local within the assigned region.
9. Compensation and Benefits
1. Salary range: $45,000 - $60,000 per year, depending on experience and qualifications.
1. Eligible for performance-based bonuses.
1. Comprehensive benefits package including health, dental, and vision insurance.
1. 401(k) plan with company matching contributions and other fringe benefits.
10. Company Culture and Overview
1. We are a forward-thinking residential building and development company that values innovation, collaboration, and excellence.
1. Our team is committed to professional growth and provides continuous training and development opportunities.
1. We foster an inclusive work environment where every team member is empowered to contribute to our success.
1. Join us to be part of a dynamic company that places a strong emphasis on customer satisfaction, integrity, and mutual respect.
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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