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Windows & Doors - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the central point of office coordination for a windows & doors service company, ensuring efficient billing processes, meticulous document management, and smooth day-to-day operations.
2. Essential Duties and Responsibilities
1. Oversee the complete billing process, ensuring accurate invoicing and timely payments.
1. Manage document control systems to maintain organized and accessible records.
1. Coordinate daily office activities to support operational efficiency and inter-departmental collaboration.
1. Facilitate communication between field teams, customer service, and vendors to ensure smooth workflow.
3. Key Tasks / Daily Activities
1. Process and verify billing information and invoices daily.
1. Organize and update document management systems and ensure compliance with company standards.
1. Monitor office supplies, equipment, and facility needs to ensure uninterrupted operations.
1. Provide administrative support to team members and assist with scheduling and coordination of meetings.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: Achieve a 99% accuracy rate in invoicing and payment processing.
1. Document Processing Turnaround: Complete document filing and retrieval within 24 hours.
1. Office Workflow Efficiency: Maintain a minimum of 90% efficiency in daily office operations.
1. Customer Inquiry Resolution: Resolve 95% of internal and external inquiries within designated turnaround times.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration, Management, or a related field.
1. Minimum of 3 years’ experience in an office management or administrative role.
1. Proficient in Microsoft Office Suite (Excel, Word, Outlook) and familiarity with billing and document management software.
1. Strong organizational, communication, and multitasking skills.
1. Ability to work independently while effectively collaborating with a diverse team.
6. Preferred Experience
1. Experience within the home services industry, particularly in windows & doors services.
1. Prior exposure to managing billing processes and document control in a similar industry.
1. Familiarity with industry-specific software and technology tools.
1. Demonstrated ability to coordinate with multiple departments in a fast-paced environment.
7. Physical Requirements
1. Ability to lift up to 15 pounds for occasional document handling.
1. Prolonged periods of sitting and working at a computer workstation.
1. Occasional walking throughout office premises to retrieve or distribute documents.
1. Regular use of standard office equipment, including computers and telephones.
8. Work Environment and Schedule
1. Typical office environment with minimal exposure to external weather conditions.
1. Standard business hours from 8:00 AM to 5:00 PM, Monday through Friday.
1. Occasional extended hours or overtime during peak periods.
1. Minimal travel requirements with no significant on-call duties expected.
9. Compensation and Benefits
1. Salary Range: $45,000 - $60,000 USD annually.
1. Eligibility for performance-based bonus structure based on operational efficiency and billing accuracy.
1. Comprehensive health, dental, and vision insurance coverage.
1. Participation in a 401(k) plan and paid time off benefits.
10. Company Culture and Overview
1. Foster an innovative work environment where collaboration and continuous improvement are key.
1. Cultivate a culture of transparency and professional growth, empowering team members to thrive.
1. Committed to investing in employee development and recognizing individual contributions.
1. Embrace a diverse, inclusive, and supportive atmosphere that values work-life balance.
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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