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Window Cleaning - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [General Manager or Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Provide comprehensive administrative support to the window cleaning department, ensuring smooth day-to-day operations and effective billing management. Oversee scheduling, coordination, and communication between team members and customers. Serve as a key point of contact for administrative queries and operational issues, enhancing overall office efficiency. Contribute to revenue integrity and customer satisfaction through efficient support and process improvements.
2. Essential Duties and Responsibilities
1. Manage daily administrative tasks, including data entry, filing, and document management.
1. Oversee and process billing, invoicing, and financial transactions accurately and timely.
1. Coordinate scheduling and day-to-day operations for the window cleaning team.
1. Serve as a liaison between field staff and management, ensuring clear communication and prompt issue resolution.
3. Key Tasks / Daily Activities
1. Handle incoming customer calls and emails, ensuring timely and professional responses.
1. Process and reconcile billing transactions and invoices with precision.
1. Update and maintain daily schedules, coordinating with cleaning crews and management.
1. Prepare routine reports on office performance, billing trends, and operational challenges.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: Maintain a billing error rate of less than 2%.
1. Customer Response Time: Ensure 90% of customer inquiries are addressed within 24 hours.
1. Scheduling Efficiency: Achieve a scheduling accuracy rate of at least 95%.
1. Office Productivity: Contribute to a 10% reduction in operational delays through process improvements.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration or related field preferred.
1. Minimum of 3 years of experience in an administrative or office management role.
1. Strong organizational and multitasking skills with excellent attention to detail.
1. Proficient in MS Office Suite and billing software with effective communication skills.
6. Preferred Experience
1. Previous experience in the home services or window cleaning industry.
1. Proven track record of managing billing and administrative processes in a fast-paced environment.
1. Experience working with scheduling and field service management systems.
1. Familiarity with industry-specific compliance and safety standards.
7. Physical Requirements
1. Ability to sit or stand for extended periods during regular office hours.
1. Occasional lifting of materials or files up to 15 lbs as required.
1. Frequent use of computers and telecommunication equipment.
1. Comfortable working in a standard office environment with minimal physical strain.
8. Work Environment and Schedule
1. Full-time position with typical work hours from 8:00 AM to 5:00 PM.
1. Limited travel required; primarily based in an office setting.
1. Occasional overtime during peak business periods.
1. Standard office environment with a supportive and collaborative team atmosphere.
9. Compensation and Benefits
1. Competitive salary range between $45,000 and $55,000 per year.
1. Eligibility for performance-based bonuses.
1. Comprehensive health, dental, and vision insurance policies.
1. Participation in a 401(k) retirement plan with employer contributions.
10. Company Culture and Overview
1. We are a dynamic and growth-oriented company committed to excellence in customer service and operational efficiency.
1. Our culture emphasizes teamwork, innovation, and continuous improvement.
1. We provide opportunities for professional development and career advancement.
1. We believe in fostering a supportive and inclusive work environment where every team member can thrive.
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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