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Roofing - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [General Manager or Chief Operating Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Oversee and streamline the administrative functions of our roofing division to support efficient operations and exceptional customer service. Ensure accurate billing, effective supply management, and smooth communication between field staff, vendors, and clients.
2. Essential Duties and Responsibilities
1. Manage day-to-day office operations, ensuring efficient workflow across all administrative functions.
1. Coordinate billing activities, including invoicing, reconciliation, and timely follow-up on outstanding accounts.
1. Oversee supply coordination by monitoring inventory levels and placing orders with vendors as needed.
1. Serve as the primary liaison between roofing crews, vendors, and customers to ensure clear and effective communication.
1. Develop, implement, and maintain office procedures and policies to enhance productivity and operational excellence.
3. Key Tasks / Daily Activities
1. Answer and direct incoming calls and emails, providing prompt and accurate information.
1. Process and record daily billing transactions while maintaining up-to-date financial records.
1. Order, monitor, and track inventory for roofing supplies and office materials to prevent shortages.
1. Schedule appointments and coordinate logistics between field staff and external service providers.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy Rate: Maintain a target accuracy of over 98%.
1. Inventory Turnover Rate: Achieve a minimum efficiency level of 90% in stock utilization.
1. Office Efficiency Score: Attain a customer feedback rating of over 95% on service responsiveness.
1. On-Time Appointment Scheduling: Ensure that over 99% of scheduled appointments are completed within designated time frames.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration or a related field, or equivalent work experience.
1. At least 2 years of experience in office management or administrative roles.
1. Strong organizational, multitasking, and time management skills.
1. Proficiency in Microsoft Office Suite and familiarity with billing and office management software.
6. Preferred Experience
1. Previous experience in the home services or roofing industry.
1. Exposure to supply chain and inventory management within a service-oriented environment.
1. Knowledge of roofing project workflows and adherence to industry-specific regulations.
1. Familiarity with customer relationship management (CRM) systems and business process optimization.
7. Physical Requirements
1. Ability to lift up to 20 pounds when necessary.
1. Extended periods spent sitting at a computer workstation.
1. Frequent walking between the office, storage areas, and occasional on-site locations.
1. Occasional travel between multiple locations as required by the role.
8. Work Environment and Schedule
1. Standard working hours typically Monday through Friday, 8:00 AM to 5:00 PM.
1. Occasional overtime may be required during peak project periods.
1. Minimal travel required between the office and field locations.
1. Primarily office-based with periodic visits to roofing sites.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 USD per year depending on experience and qualifications.
1. Performance-based bonus opportunities to reward exceptional contributions.
1. Comprehensive Health, Dental, and Vision Insurance plans.
1. 401(k) plan with company match, along with additional fringe benefits.
10. Company Culture and Overview
1. We foster a collaborative, inclusive, and growth-oriented work environment where every team member is valued.
1. Our culture emphasizes professional development, innovation, and a commitment to excellence.
1. We are dedicated to customer satisfaction and strive to exceed expectations in every project.
1. Our team is passionate about continuous improvement and empowered to take initiative in achieving operational success.
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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