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Job Description –Residential – Office Manager 
 
Division: Residential    Number of Employees Supervised:  0   
Location: Greystone    Salary Range: 6-7 
Reports to: Residential Division Manager E-Classification: E5E 
  
Purpose and Description 
Position handles departmental matters as they relate to administrative areas, exercising discretion 
and making appropriate decisions, consulting with manager as needed.  This position is 
responsible for multiple and varied administrative functions, which include departmental 
billings, sales tracking, project tracking and collection activity.  Position relies heavily on strong 
interpersonal and computer skills along with the ability to identify problems, complete cause 
analysis and provide solutions as they relate to administrative activities.   Ensures complete 
accuracy in all data and processing and record keeping. 
 
Responsibilities/Duties 
1. Drive the timely collection and accurate completion of all departmental documents required 

of staff within the department.  
2. Complete paperwork and update worksheets and reports related to division activity in a 

timely manner. 
3. Organize and prepare billing documents. Oversee billing and make routine collection calls. 
4. Perform a variety of administrative functions including, correspondence, data entry and 

report preparation, processing paperwork, filing and computer work. Provide administrative 
support to Division Manager. 

5. Field customer calls to gather requirements and preferences for projects and forward to 
appropriate party. 

6. Field warranty calls, source replacement materials, identify cause of plant failure and execute 
warranty. 

7. Receive and respond to customer complaints exercising discretion and judgment to resolve 
customer or departmental issues, and/or work with management to achieve resolution. 

8. Contribute to and/or complete special projects as assigned. 
9. Maintain complete customer and other departmental files; collect and catalogue designs and 

billing information.  
10. Orient new employees to department. 
11. Work with management to assign work locations and set up work areas for new employees 

within the department. 
12. Complete customer mailings of marketing materials and general correspondence. 
13. Maintain complete and accurate mailing list of customer information. 
14. Assist with the completion of landscape estimates and contracts.  Verify the accuracy of 

prices and all content.  
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15. Assist with project management. 
16. Issue and log purchase and work order numbers.  Review log monthly.  
17. Work with Nursery and outside vendors to source plant and other materials as needed. 
18. Work as assigned or needed within snow removal process team. 
19. Other duties as assigned. 
 
Key Performance Metrics 
1. Meet established target dates for all ongoing responsibilities and assigned tasks. 
2. Accuracy in all communication and records. 
3. Accuracy of data, reports and other work product. 
4. Performance to budget and established schedules 
 
Pivotal Duties 
 
1. To provide accurate and timely reports to support operational and sales functions. 
2. To maintain accurate and current information  
3. To coordinate and help manage all incoming and outgoing telephone, written and other 

communication within the division.  
4. To provide excellent customer service and offer a high degree of  professional business 

decorum in all dealings with the Company’s customers and with all operations and sales 
personnel       

5. To coordinate and manage a variety of administrative activities with accurately, efficiently 
meeting all deadlines.   

6. To maintain current and accurate files, vendors, customers etc. for easy retrieval at any time.              
 
Success Behaviors 
1. Strict attention to detail and ability to work accurately 
2. Ability to monitor multiple items and follow-up as needed. 
3. Excellent organizational skills 
4. Excellent communication skills, verbal and written 
5. Results and action oriented 
6. Profit driven – seeks ways to cut costs and improve efficiency 
7. Effective problem solving skills, ability to handle adversity 
8. Performs and demands excellent quality in work 
9. Service and teamwork oriented 
10. Customer centered and focused 
11. Focus on learning and self development 
12. Technically competent and skilled 
 
Minimum Qualifications & Educational Requirements 
1. Bachelors Degree (Accounting preferred). 
2. 3 years Administrative experience. 
3. 3 years Supervisory or Office Management experience.  
4. Strong knowledge of computer applications (Microsoft Office Suite, desired). 
5. Keyboard and 10-key skills 
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Extraordinary Work Conditions 
1. Must maintain regular and reliable attendance at a level acceptable to the company, including 

the ability to work overtime, holidays, evenings or weekends as necessary.   
2. Position requires extended work hours and flexibility in scheduling; including evening or 

weekend hours as needed. 
 
Equipment/Machinery Used: 
1. Computers and peripherals 
2. Multi-line telephone system 
3. Calculator, adding machine 
4. All office equipment, copy machine, fax machine etc. 


