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JOB DESCRIPTION

JOB TITLE:


   OFFICE ASSISTANT
JOB SUMMARY:

This position is responsible for answering all phone calls that are form prospective customers, informing them of company information and setting up appointments for sales representatives to meet with them at their home. The office assistant is also responsible for processing all the paperwork necessary to complete a job, maintain the integrity of our company and create a pleasant and care free home improvement experience for all of our customers.
RESPNSIBLE TO:

Office Manager
DUTIES AND RESPONSIBILITES:

Answering phones

1. The office assistant will be the primary receptionist and is responsible for delivering our commitment to 100% customer satisfaction by answering all questions and concerns posed by either prospective or current customers. When the answer to a question posed is not known by the office assistant, it is their responsibility to find out the answer and follow up with a phone call.

Distributing Mail

1. Responsible for mailing letters, follow up forms, Invoices, Copies of Contracts, thank you cards and/or gifts and any other essential paperwork.

Contract Processing

1. Verifies Accurate and Complete Sales Paperwork.

2. Confirms that the contact is signed by both Owners.

3. Makes copies of entire contract and mails it to customers.

4. Records sales amount and deposit to accounting system.

5. Add customers to Mailing List.

6. Type invoices (one sent to customers, one to file in office)

Estimator/Administrative 
1. Confirms Job Folder is complete with all paperwork (detail of all paperwork needed in job folder can be found on Job Flow Checklist)
2. Assign separate Job Folder to Production

3. Call Owner to Schedule Job

4. Customer Service Follow-Up Phone call upon completion of job.

5. Collection of final payment.

Receivables

1
Insure all accounts receivables are accurate an in the system.

2.
Insure all “Change Orders” are recorded and accurate. This requires daily communication with Foreman to determine if there are any unrecorded Change Orders. This also Requires “debriefing” of Project Manager and Foreman to verify that all labor and material is recorded.
3.
Collect progress payments form Foreman 

4.
Collect final payments from Foreman

If payment in not received

1. Immediately phone contact customer and establish reason for non-payable and collection date.

2. Record any “Punch List” items and schedule appropriate Foreman to complete.

3. Verify “Punch List” items are complete and account is collected.

4. Difficult receivables are immediately referred to Office Manager.

5. Monitor receivable process until collection.

6. If uncollectible, conduit to legal.

7. Add interest to late payments.

8. Prepare weekly “Aged receivable report”.

RESULTS EXPECTED:
1. Achieve goal and commitment to 100% customer satisfaction

2. Represent the company at all times with the utmost degree of professionalism and enthusiasm.

3. Maintain organized work place and work habits.

4. Be a cooperative team player.

AUTHORITY:

1. 100% authority for maintaining an efficient and productive work schedule.

2. 100% authority for adequacy of all paperwork responsible for.

3. 100% authority for all company issued materials, supplies and equipment.

QUAIFICATIONS AND REQUIREMENTS:

1. High school diploma or General Education Diploma
2. Demonstrate ability to be organized.
3. Acceptable DMV record.

4. Pass any required background and/or reference checks.

5. Pass any pre-employment physicals and drug and alcohol screening examinations.

6. Physical ability to type on computers daily.

7. Ability to use Microsoft programs like Word and Excel.

8. Speak, write and communicate in English.

Interested candidates should send a resume and cover letter to the contact below:

windowworks@verizon.net
