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Restoration Contractors - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [General Manager or Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the central administrative hub for restoration projects by coordinating office operations, billing processes, and claim documentation. Enhance workflow efficiency by managing day-to-day activities and ensuring effective communication between field teams and administrative staff. Play a critical role in supporting restoration contractors by maintaining organized records and facilitating timely completion of tasks.
2. Essential Duties and Responsibilities
1. Oversee and manage daily administrative operations including billing, claim documentation, and office coordination.
1. Ensure accurate and timely processing of restoration claims and financial records.
1. Coordinate with restoration contractors and internal teams to support project scheduling and resource allocation.
1. Maintain compliance with industry regulations and company policies regarding documentation and billing practices.
3. Key Tasks / Daily Activities
1. Process invoices, claims, and billing statements with a focus on accuracy and timeliness.
1. Communicate daily with restoration contractors to address scheduling changes and administrative inquiries.
1. Update and manage project documentation and files using internal software tools.
1. Facilitate regular office meetings to review pending tasks and align on project priorities.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: Achieve a target of 99% accuracy in processed invoices.
1. Claim Documentation Timeliness: Ensure >95% of claims are documented and submitted within 24 hours.
1. Customer Satisfaction: Maintain a customer satisfaction rating of >4.8 stars from client feedback.
1. Operational Efficiency: Improve office response times, targeting a reduction in processing time by 15% within the first year.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration, Office Management, or a related field.
1. Minimum of 3 years of experience in office management, preferably within the home services or restoration industry.
1. Proficient in Microsoft Office Suite and industry-specific software for billing and documentation.
1. Exceptional organizational, communication, and multitasking skills.
6. Preferred Experience
1. Experience in the restoration or home services industry is highly desirable.
1. Background in working with insurance claims and restoration project coordination.
1. Familiarity with industry compliance standards and documentation practices.
1. Proven track record of improving operational efficiencies in a similar role.
7. Physical Requirements
1. Ability to work at a desk for extended periods and use a computer effectively.
1. Occasional lifting of office supplies and files, up to 15 pounds.
1. Minimal physical exertion in a typical office setting.
1. Comfortable working in a standard office environment.
8. Work Environment and Schedule
1. Typical work hours are Monday through Friday from 8:00 AM to 5:00 PM.
1. Occasional overtime may be required during peak project periods.
1. Limited travel may be required for meetings or training sessions.
1. Office-based role with a stable, professional, and supportive work environment.
9. Compensation and Benefits
1. Competitive salary range between $45,000 - $55,000 USD per year.
1. Eligibility for performance-based bonuses.
1. Comprehensive Health, Dental, and Vision insurance plans.
1. 401(k) plan with company matching contributions.
1. Additional fringe benefits such as paid time off, professional development, and wellness programs.
10. Company Culture and Overview
1. We are a growth-oriented company that values collaboration, innovation, and customer satisfaction.
1. Our culture promotes professional development, open communication, and a supportive team environment.
1. We are dedicated to helping our employees level up their skills, ensuring continual growth and success within the organization.
1. Join our team and be part of a forward-thinking company committed to excellence in the restoration industry.
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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