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Roofing - Commercial - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for managing administrative functions, billing, and office logistics to support efficient operations within the commercial roofing industry. Serves as a key liaison between project teams, vendors, and clients, ensuring seamless communication and operational excellence. Drives process improvements and upholds company standards through effective management of office procedures.
2. Essential Duties and Responsibilities
1. Manage daily administrative tasks including answering phone calls, scheduling meetings, and handling correspondence.
1. Oversee billing processes, invoice preparation, and payment collections to ensure accurate financial records.
1. Coordinate office logistics such as supply procurement, record maintenance, and facility management.
1. Support commercial roofing projects by liaising with field teams and ensuring timely dissemination of information.
1. Maintain data integrity and ensure compliance with company policies and industry regulations.
3. Key Tasks / Daily Activities
1. Review and prioritize email communications and schedule updates each morning.
1. Process and track billing, invoices, and payment records on a daily basis.
1. Coordinate with project managers and field teams to assist with logistical requirements.
1. Monitor office supplies and place orders as needed to maintain a well-stocked work environment.
1. Provide prompt customer service by addressing inquiries and resolving administrative issues efficiently.
4. Key Performance Indicators (KPIs)
1. Invoice Accuracy Rate: 98% accuracy in billing operations.
1. On-Time Billing Percentage: 100% of invoices issued by designated deadlines.
1. Client Call Response Time: Less than 1 hour for initial response.
1. Customer Satisfaction Rating: Maintain an average of >4.8 stars on service-related feedback.
5. Required Qualifications and Skills
1. Bachelor’s degree or equivalent experience in a related field.
1. Minimum of 3 years of experience in administrative or office management roles.
1. Proficient in Microsoft Office Suite and accounting software.
1. Strong organizational, communication, and problem-solving skills.
1. Excellent attention to detail and ability to multitask effectively.
6. Preferred Experience
1. At least 2 years of experience in the commercial roofing or construction industry.
1. Previous exposure to office management within the home services sector.
1. Familiarity with roofing project management or related software systems.
1. Experience in a fast-paced work environment that supports timely project delivery.
7. Physical Requirements
1. Ability to occasionally lift office materials up to 10 lbs.
1. Prolonged periods of sitting and/or standing within an office environment.
1. Capability to navigate small office spaces and occasionally move between locations.
1. Comfortable with a light physical workload as part of daily activities.
8. Work Environment and Schedule
1. Typical work hours are from 8 AM to 5 PM.
1. Occasional extended hours required during peak periods.
1. Minimal local travel between office and job sites.
1. On-call availability may be required during critical operational issues.
1. Some flexibility for remote work may be considered on a case-by-case basis.
9. Compensation and Benefits
1. Annual salary range of $45,000 - $55,000.
1. Eligibility for quarterly performance bonuses.
1. Comprehensive health, dental, and vision insurance.
1. 401(k) retirement plan with company match.
1. Paid time off and holiday benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a collaborative environment that values innovation, teamwork, and integrity.
1. Our culture is built on continuous growth and professional development, empowering every team member to succeed.
1. We pride ourselves on delivering exceptional customer service in the commercial roofing industry, consistently exceeding client expectations.
1. Join our team to be a part of a dynamic, forward-thinking organization where your skills are valued and your career can flourish.
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].
Need help filling this role? HireBus posts the ad, Iris interviews every applicant by phone before you do, and you decide who to hire. Start hiring now: hirebus.com/hiring-audit · This template: hirebus.com/job-descriptions/roofing-commercial/office-manager
08b81b95bef320733cdc98c1631b0ac008b1bf6e.png
Iy
& Z
A Y Blueprint) n “ hirebus

Start hiring now «___» hirebus.com/hiring-audit





