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Weatherproofing - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for overseeing administrative operations within the weatherproofing division to ensure seamless office functions, accurate billing processes, and effective team coordination that supports overall project success.
2. Essential Duties and Responsibilities
1. Oversee daily office administrative tasks specific to weatherproofing projects.
1. Manage billing processes, invoicing, and payment follow-ups.
1. Coordinate schedules and communications between departments and project teams.
1. Maintain accurate records and ensure compliance with regulatory standards.
1. Support project management efforts by facilitating timely documentation and coordination.
3. Key Tasks / Daily Activities
1. Monitor and manage daily office activities and incoming correspondence.
1. Process invoices, handle billing inquiries, and update payment records.
1. Coordinate meetings, appointments, and schedule adjustments for team members.
1. Generate and distribute daily reports on office activities and project statuses.
1. Communicate with vendors, customers, and field teams to ensure service coordination.
4. Key Performance Indicators (KPIs)
1. Invoice Processing Accuracy: Achieve a 98% on-time invoice processing rate.
1. Billing Dispute Resolution Time: Resolve disputes within 48 hours.
1. Customer Satisfaction Rating (Billing/Service): Maintain a rating above 4.8 stars.
1. Office Efficiency: Attain a task completion rate of over 95% on schedule.
1. Document Management Error Rate: Keep error rates below 2%.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration or a related field.
1. Minimum of 3 years’ experience in office management or administrative roles.
1. Proficiency in Microsoft Office Suite and familiarity with industry-specific software.
1. Excellent organizational, multitasking, and time management skills.
1. Strong verbal and written communication abilities with keen attention to detail.
6. Preferred Experience
1. Experience in the construction, home services, or weatherproofing industry.
1. Familiarity with billing cycles and project management in a service environment.
1. Prior use of ERP or CRM systems for office coordination.
1. Demonstrated ability to handle fast-paced office settings and changing priorities.
1. Previous exposure to regulatory compliance within home service sectors.
7. Physical Requirements
1. Ability to lift office supplies and documents up to 15 lbs.
1. Extended periods of sitting and computer work in a standard office setting.
1. Frequent use of telephone and computer systems.
1. Occasional travel between the office and project sites.
1. Capacity to stand for short periods during office events or meetings.
8. Work Environment and Schedule
1. Standard office environment with climate control and ergonomic workstations.
1. Regular work hours from 8:00 AM to 5:00 PM, Monday through Friday.
1. Occasional extended hours during peak project or billing periods.
1. Minimal required travel for office and project coordination.
1. On-call duties may be required for issue resolution during critical periods.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 per year, based on experience.
1. Performance-based bonus opportunities.
1. Comprehensive Health, Dental, and Vision insurance packages.
1. 401(k) retirement plan with company matching contributions.
1. Paid Time Off (PTO), holidays, and opportunities for professional development.
10. Company Culture and Overview
1. A collaborative and inclusive culture that values teamwork and open communication.
1. A strong emphasis on employee growth, continuous learning, and professional development.
1. Commitment to delivering high-quality customer service and operational excellence.
1. Supportive leadership that fosters innovation, accountability, and a positive work environment.
1. A community-focused organization that encourages work-life balance and employee well-being.
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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