
Job Title: Executive Assistant
Location: Waste Away, Palmer's Carpet Cleaning & Restoration, and Real Estate Operations

Job Overview:
We are seeking a highly organized and versatile Executive Assistant to support the operations
of three dynamic businesses:Waste Away, Palmer's Carpet Cleaning & Restoration, and
Logan Agosta’s Real Estate Business. This role merges the responsibilities of an Executive
of Operations with administrative and marketing tasks across all companies. You will be
responsible for coordinating schedules, data entry, lead generation, and supporting business
growth through a wide range of operational duties. Your goal will be to ensure that day-to-day
operations run smoothly while helping to expand our customer base.

Responsibilities:

● Operations Management: Assist in overseeing the daily operations of Waste Away and
Palmer's, including scheduling, invoicing, and customer communication.

● Real Estate Lead Management: Utilize the CRM to identify, track, and nurture potential
real estate leads. Input and organize all leads across Waste Away, Palmer's, and the
real estate business.

● Data Entry & CRM Management: Enter, update, and maintain accurate records of
customer interactions, job details, and lead information across all three companies in the
CRM.

● Scheduling & Coordination: Schedule jobs for Palmer’s Carpet Cleaning and Waste
Away, ensuring technicians have an efficient daily workflow. Assist in managing Logan’s
real estate appointments and calendar.

● Marketing Support: Help develop and execute marketing strategies, social media
content, and client outreach for all businesses.

● Customer Service: Act as a primary point of contact for customers, fielding phone calls,
responding to emails, and addressing customer questions or concerns.

● Reporting & Analysis: Provide weekly reports on business performance, job
scheduling, and lead generation for all three companies.

● Administrative Support: Handle various administrative duties, such as filing, email
management, and office organization, to ensure the efficient operation of all businesses.

Requirements:

● Proven experience in administrative or operational roles, preferably in a service-based
industry.

● Experience with CRM tools, data entry, and lead management.
● Strong organizational and time-management skills with the ability to prioritize multiple

tasks.
● Excellent communication and customer service skills.
● Proficiency in Microsoft Office Suite and CRM systems.
● Ability to work independently and proactively.



● Attention to detail and accuracy in handling data and customer information.

Compensation:

● Total Compensation Range: $45,000-$75,000, including base salary and
performance-based bonuses.

○ Bonuses are tied to business growth, lead generation, and performance across
Waste Away, Palmer's, and Logan's real estate business.

○ Appointment-Setting Bonuses: Earn bonuses for setting appointments with
potential buyers or sellers in Logan's real estate business, as well as securing
jobs for Palmer's and 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?
This is a unique opportunity to work across multiple growing businesses in a collaborative and
supportive environment. You will play a key role in managing operations and supporting growth
in a versatile role that allows you to develop your skills across multiple industries. Join us to be
part of a team that values innovation, customer satisfaction, and professional growth.


