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Window Cleaning - Commercial - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Office Manager is a key member of our commercial window cleaning team, responsible for overseeing daily administrative tasks, billing, and office coordination. This role ensures our operations run smoothly and efficiently, supporting the entire company by acting as the central point of communication and organizational excellence.
2. Essential Duties and Responsibilities
1. Oversee daily administrative functions including scheduling, billing, and customer communications.
1. Coordinate office operations to support the window cleaning teams and ensure seamless service delivery.
1. Maintain accurate records and reports to provide transparency and accountability for all administrative tasks.
1. Implement and enforce office policies and procedures that enhance operational efficiency.
3. Key Tasks / Daily Activities
1. Process invoices and manage billing cycles with precision.
1. Coordinate daily schedules and dispatch requests with the operations team.
1. Handle customer inquiries and follow up to ensure satisfaction.
1. Organize and maintain files, data, and documentation for the office.
4. Key Performance Indicators (KPIs)
1. Invoice Processing Time: ≤2 business days.
1. Billing Accuracy Rate: ≥98%.
1. Customer Satisfaction Rating: >4.8 stars.
1. Office Efficiency Improvement: Achieve a 10% reduction in operational delays within the first year.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration or a related field preferred.
1. Minimum of 3 years of administrative or office management experience.
1. Strong organizational, communication, and customer service skills.
1. Proficiency with Microsoft Office Suite and office management software.
6. Preferred Experience
1. Previous experience in the home services or commercial window cleaning industry.
1. Familiarity with billing systems and scheduling software in a service-oriented environment.
1. Experience supporting field teams in a fast-paced, high-demand setting.
7. Physical Requirements
1. Ability to sit or stand for extended periods while managing office tasks.
1. Occasional lifting of files or office supplies up to 15 lbs.
1. Work in a typical office environment with moderate ambient noise levels.
1. Minimal physical exertion required, primarily focused on mental and administrative tasks.
8. Work Environment and Schedule
1. Standard business hours with occasional overtime during peak periods.
1. Minimal travel required within the local area.
1. On-call duties may be required during critical operational periods.
1. Work predominantly in an office environment with occasional field visits.
9. Compensation and Benefits
1. Salary range: $45,000 - $55,000 per year based on experience.
1. Performance bonus opportunities based on monthly KPIs.
1. Comprehensive health, dental, and vision insurance.
1. 401(k) retirement plan with company match.
1. Additional fringe benefits including paid time off and professional development programs.
10. Company Culture and Overview
1. Our company fosters a culture of growth, innovation, and teamwork.
1. We embrace a forward-thinking approach that values every team member's contribution.
1. Our supportive environment encourages continuous learning and career progression.
1. Example: We regularly host team-building events and training sessions to ensure our employees thrive both professionally and personally.
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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