
Job Title: Director of Operations
Location: Palmer's Carpet Cleaning & Restoration

Job Overview:
Palmer's Carpet Cleaning & Restoration is seeking an organized and strategic Director of
Operations to oversee and drive the daily operational success of our growing company. In this
role, you will be responsible for coordinating all non-technical aspects of the business, including
scheduling, marketing, sales, invoicing, customer communications, and ensuring seamless
day-to-day operations. You will play a key role in growing the business and supporting our team
of technicians to meet their goals.

Responsibilities:

● Operations Management: Oversee the daily operations of Palmer's Carpet Cleaning &
Restoration, ensuring smooth workflows, efficiency, and a well-scheduled calendar of
appointments.

● Sales & Marketing: Develop and execute sales strategies, maintain client relationships,
and identify opportunities for growth. Manage marketing initiatives, including social
media, online advertising, and community outreach to increase customer engagement
and service inquiries.

● Scheduling & Coordination: Coordinate the scheduling of all cleaning services and
jobs, ensuring that technicians have an optimized schedule and enough time to meet
customer needs with high-quality service.

● Invoicing & Billing: Handle all invoicing and billing processes, ensuring clients are
billed correctly and promptly for completed services. Monitor payments and follow up on
overdue accounts.

● Customer Service: Serve as the primary point of contact for customers, handling
incoming phone calls, emails, and inquiries. Address customer concerns, complaints,
and requests in a professional and timely manner.

● Reporting & Analysis: Provide weekly reporting on business performance, sales
metrics, technician productivity, and overall growth. Use data to make informed decisions
and adjustments to drive business success.

● Staff Support & Leadership: Work closely with the technicians to ensure they are
supported and have the necessary tools and resources. Provide leadership, encourage
team collaboration, and create a positive work environment.

● Vendor & Inventory Management: Manage relationships with vendors, suppliers, and
contractors. Ensure proper inventory levels of cleaning products and equipment are
maintained.

Requirements:

● Proven experience in operations management, preferably in a service-based industry.
● Strong understanding of sales and marketing strategies.
● Excellent communication and customer service skills.



● Strong organizational and time-management abilities to juggle multiple tasks and
priorities.

● Experience with invoicing, billing, and financial management.
● Proficiency in scheduling software, CRM tools, and Microsoft Office Suite.
● Ability to problem-solve and work under pressure in a fast-paced environment.
● Previous leadership experience preferred but not required.

Compensation:

● Total Compensation Range: $45,000-$95,000, including base salary and
performance-based bonuses.

○ Bonuses are tied to business growth, revenue, and performance in Palmer's
Carpet Cleaning & Waste Away.

○ Incentives based on meeting quotas, generating reviews, and revenue growth.

Benefits: 401(k) plan, a portion of medical expenses paid, and professional development
opportunities.

Why Join Us?
At Palmer's Carpet Cleaning & Restoration, you’ll be part of a close-knit team committed to
growth, customer satisfaction, and operational excellence. This role offers a unique opportunity
to shape the future of a company with deep roots and a track record of success. You'll lead our
operational efforts while contributing to our strategic vision in a supportive, team-oriented
environment.


