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Residential - Home Inspection - Office Admin
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: Operations Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
Serves as the central administrative resource for our home inspection operations, ensuring seamless support of day-to-day activities. Manages a busy office environment with responsibilities spanning billing, appointment scheduling, and coordination between inspectors and clients. Plays a pivotal role in maintaining high customer satisfaction by providing accurate and timely information. Enhances overall operational efficiency while upholding a professional and welcoming office atmosphere.
2. Essential Duties and Responsibilities
1. Oversees all administrative functions including billing, record keeping, and customer communication.
1. Coordinates inspection appointments and ensures alignment between client availability and inspector schedules.
1. Processes invoices and monitors payment collections with accuracy and timeliness.
1. Collaborates with other team members to streamline administrative processes across the organization.
3. Key Tasks / Daily Activities
1. Manages incoming calls and emails, providing prompt responses to customer inquiries.
1. Schedules and confirms home inspection appointments while updating all required documentation.
1. Processes and verifies billing information and supports financial coordination tasks.
1. Maintains daily logs and reports to ensure smooth handoff of information between office personnel and field inspectors.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy Rate: 98% or higher.
1. Customer Satisfaction Rating: Greater than 4.8 stars.
1. Appointment Scheduling Adherence: 95% on-time record.
1. Invoice Processing Time: Average of less than 24 hours per invoice.
5. Required Qualifications and Skills
1. High school diploma or equivalent; Associate’s or Bachelor’s degree preferred.
1. Minimum of 2 years’ experience in office administration or similar role in a service-oriented industry.
1. Proficient in Microsoft Office Suite and billing software with strong data entry skills.
1. Excellent communication, organizational, and problem-solving skills with a customer-focused approach.
6. Preferred Experience
1. Prior experience within the home inspection or home services industry.
1. Familiarity with industry-specific software and scheduling platforms.
1. Demonstrated history of managing administrative tasks in a fast-paced environment.
1. Experience coordinating between multiple departments to ensure efficient service delivery.
7. Physical Requirements
1. Sitting for extended periods while working at a computer in a standard office environment.
1. Ability to lift and transport files or boxes up to 15 pounds if necessary.
1. Occasional need to move around the office for meetings or to retrieve materials.
1. Adequate vision and hearing to perform clerical and communication tasks effectively.
8. Work Environment and Schedule
1. Typical work hours from Monday through Friday, 8:00 AM to 5:00 PM.
1. May require occasional overtime during peak inspection seasons or billing cycles.
1. Minimal travel between office and field locations, if required.
1. Regular interaction with both internal team members and external clients in a professional office setting.
9. Compensation and Benefits
1. Hourly rate between $18 and $25 per hour, commensurate with experience.
1. Opportunity for performance-based bonuses linked to billing accuracy and customer satisfaction metrics.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. Additional benefits such as a 401(k) plan, paid time off, and employee development programs.
10. Company Culture and Overview
1. We foster a collaborative and growth-oriented environment where every team member’s contribution is valued.
1. Our culture emphasizes continuous improvement, open communication, and employee empowerment.
1. We are passionate about delivering top-tier home inspection services while building professional careers.
1. Join our team and be part of a supportive community dedicated to excellence and customer satisfaction.
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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