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Security & Low Voltage - Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [General Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Manage and streamline administrative processes, billing operations, and overall office coordination in the Security & Low Voltage sector. Serve as the primary communication link between field teams and internal departments, ensuring operational excellence and customer satisfaction.
2. Essential Duties and Responsibilities
1. Oversee daily office administrative functions including scheduling, document management, and communications.
1. Coordinate billing procedures and maintain accurate accounts receivable records.
1. Facilitate inter-departmental communication among field technicians, service teams, and management.
1. Monitor and manage office supplies and equipment inventory.
3. Key Tasks / Daily Activities
1. Answer and route incoming phone calls and emails in a timely manner.
1. Process billing invoices and validate work orders in alignment with company policies.
1. Schedule and coordinate appointments for field technicians alongside daily office tasks.
1. Utilize office management software to track tasks, deadlines, and workflow updates.
4. Key Performance Indicators (KPIs)
1. Billing Accuracy: Maintain a billing error rate of less than 2%.
1. Invoice Processing Time: Ensure invoices are processed within 24 hours of receipt.
1. Office Efficiency: Achieve a departmental task completion rate of at least 95% daily.
1. Customer Satisfaction: Maintain a customer rating above 4.8 stars in service feedback surveys.
5. Required Qualifications and Skills
1. Minimum of 3 years’ administrative experience in an office setting.
1. Proficient in Microsoft Office Suite and office management software.
1. Excellent organizational, communication, and multitasking skills.
1. Ability to work under deadlines and manage multiple priorities effectively.
6. Preferred Experience
1. Experience working within the security, low voltage, or home services industry.
1. Familiarity with billing systems and scheduling software tailored to field services.
1. Prior exposure to supporting technical teams or operations in a similar role.
1. Demonstrated success in streamlining office processes and enhancing workflow efficiency.
7. Physical Requirements
1. Ability to lift up to 25 pounds as needed.
1. Regular periods of sitting and computer-based work.
1. Occasional travel between office locations and field sites.
1. Comfortable working in a standard office environment with moderate noise levels.
8. Work Environment and Schedule
1. Standard work hours from 8:00 AM to 5:00 PM Monday through Friday.
1. Occasional overtime during peak billing and administrative periods.
1. Limited travel required to field sites or additional office locations.
1. Ergonomically designed workstations in a professional office setting.
9. Compensation and Benefits
1. Salary Range: $45,000 - $55,000 per year based on experience.
1. Eligibility for performance-based bonus programs.
1. Comprehensive Health, Dental, and Vision insurance packages.
1. 401(k) retirement plan with company match.
1. Paid time off including vacation and sick leave benefits.
10. Company Culture and Overview
1. We are a forward-thinking organization that values innovation, collaboration, and continuous improvement.
1. Our team is driven by passion and a commitment to excellence in customer service and operational performance.
1. We foster a culture of inclusivity, transparency, and professional growth, empowering our employees to thrive.
1. Our comprehensive training and development programs are designed to help you succeed and advance in your career.
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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