 
JaMa Professional Cleaning 
PART-TIME OFFICE ADMIN / HR & FINANCE COORDINATOR
 Hours: 20–30 hours/week OR per month, hybrid, in-office 2–3x/week
About the Role
We are a fast-growing cleaning and facilities services company seeking a reliable, detail-oriented Office Admin / HR & Finance Coordinator to support day-to-day office operations. This person will manage HR tasks, financial tracking, employee paperwork, scheduling oversight, and general office administration.
Responsibilities
· Oversee daily office administration (emails, calls, client updates, filing).
· Support HR processes: onboarding, I-9s, background checks, employee records, policy enforcement, attendance tracking.
· Assist with recruiting and scheduling interviews.
· Track employee hours, payroll issues, and attendance.
· Monitor subcontractor paperwork and compliance.
· Support financial tasks: invoice review, expense tracking, AP/AR follow-up.
· Maintain confidential records and communications.
Requirements
· Must be in-office 2–3 days/week (Boston).
· HR or administrative experience required.
· Basic financial knowledge preferred.
· Strong organizational and communication skills.
· Bilingual English/Spanish is a plus.
· Experience in cleaning, facilities, or service-based companies is a plus.
Schedule & Compensation
· Part-time, flexible schedule.
· Competitive hourly pay based on experience.
To Apply:
Send your resume and cover letter to info@jamapro.com and call the office to schedule a phone screening 617.899.4389. 
