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Home Staging Services - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Admin
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Serve as the pivotal coordinator for day-to-day administrative operations in our home staging services division, ensuring efficient billing, documentation, and overall office functionality. Enhance operational workflows and support the service team to maintain high customer satisfaction. Act as a liaison between clients, vendors, and internal team members to streamline processes and resolve issues promptly. Contribute to the continued growth and professional environment of the company through meticulous organizational support.
2. Essential Duties and Responsibilities
1. Manage and oversee billing processes, administrative tasks, and document management to maintain operational accuracy.
1. Coordinate day-to-day office activities to support home staging projects and client communications.
1. Ensure timely processing of invoices, expense reports, and scheduling needs for staff and external partners.
1. Maintain organized records and documentation to facilitate seamless auditing and compliance.
3. Key Tasks / Daily Activities
1. Process and verify invoices while addressing client billing inquiries promptly.
1. Organize and update documentation, ensuring all project files and correspondence are current.
1. Schedule appointments, manage the office calendar, and coordinate meetings between team members and clients.
1. Communicate with vendors, contractors, and home staging consultants to support ongoing projects.
4. Key Performance Indicators (KPIs)
1. Invoice Processing Accuracy: Achieve 98% or higher accuracy.
1. Client Response Time: Maintain a response time of less than 24 hours for all inquiries.
1. On-time Project Coordination: Ensure 95% adherence to scheduled appointments and meetings.
1. Administrative Task Completion Rate: Attain 100% completion within established deadlines.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration, Management, or a related field preferred.
1. Minimum of 2-3 years’ experience in office management or a similar administrative role.
1. Strong organizational, written, and verbal communication skills with a keen eye for detail.
1. Proficiency in billing software, MS Office Suite, and document management systems.
6. Preferred Experience
1. Experience in the home staging, real estate, or a related service industry.
1. Demonstrated background in project coordination and office management in fast-paced environments.
1. Previous experience managing billing and administrative functions with proven results.
1. Familiarity with CRM and project management tools to support daily operations.
7. Physical Requirements
1. Ability to lift up to 20 lbs for occasional office supplies.
1. Extended periods of sitting and computer-based work in an office environment.
1. Occasional travel between office locations or staging sites as required.
1. Capability to work within standard office spaces with minimal physical strain.
8. Work Environment and Schedule
1. Typical work hours from 8 AM to 5 PM, Monday through Friday.
1. Minimal travel required for local meetings and site visits.
1. Primarily office-based work with occasional in-person client meetings.
1. No on-call duties or shift work expectations.
9. Compensation and Benefits
1. Salary Range: $45,000 - $55,000 per year, based on experience.
1. Eligibility for performance-based bonus structures.
1. Health, Dental, and Vision insurance benefits provided.
1. 401(k) plan with company matching contributions and additional fringe benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a collaborative, innovative, and growth-oriented environment where every team member is valued.
1. Our culture emphasizes excellence, transparency, and accountability both internally and in our customer interactions.
1. We are committed to professional development and offer opportunities for continuous learning and advancement.
1. Join us to be part of a team that is passionate about transforming spaces and enhancing client experiences.
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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