
Job Posting for:

Roofsimple, Inc.

Please Note: This job is being posted on behalf of Roofsimple  (https://www.roofsimple.com/)  by Profit
Factory (https://www.profitfactory.com/). Profit Factory is a company which works with entrepreneurs to
match them to assistants.

Roofsimple (https://www.roofsimple.com/) provides roofing and exterior remodeling services. We pride
ourselves on creating relationships within the community and offering high quality service.

We’re looking for an organized, confident, “take the bull by the horns” team player who has excellent
writing skills, is tech savvy and detail oriented.

Some of your responsibilities will be creating and writing internal processes, editing and uploading
documents, scheduling, researching, handling travel arrangements, setting up recruiting ads, uploading
videos, supporting the team when implementing process changes, coordinating with other departments,
and providing stellar support to our CEO so he can focus on the bigger picture.

Our position will be a good fit if you possess the following qualities/experience:

● Enjoy looking at processes and writing clear documentation
● Is someone who says “I can figure this out.” and Not, “I don’t know how to do that”
● Is able to get to the point and is not bothered by candor or lack of formalities
● Is accountable and has exceptional follow through skills
● A go-getter who enjoying getting things done
● Double checks assumptions to ensure everything is covered, and suggests improvements

You’ll need experience with the following tools:
● Highly proficient with Spreadsheets & Formulas (Excel or Google)
● Quickbooks
● Google Apps

Helpful but not required:
● Airtable
● GetDivvy.com
● OnePageCRM
● Spotio

Position Details

https://www.roofsimple.com/
https://www.profitfactory.com/
https://www.roofsimple.com/


● This is a remote 1099 contractor position
● The position will start between 20-25 per week and will grow to more hours as work progresses
● Monday-Friday - Flexible hours between 10:00 am - 5:00 pm est.
● The pay rate for this position is $25/hr. USD
● We’re looking for someone to become a long-term (3+ years) team member

How to Apply:

Email: jobs@profitfactory.com (please do not contact Roofsimple directly. Doing so will disqualify you from
the position. Thank you.)

In the subject line, please write, "Hi, I’m (your full name) from (insert your city & state) and I’m interested
in the Roofsimple Virtual Assistant position”

In the body of the message, please write me a 15 sentence email including:

● Two sentence opening salutation that says: "Hi there! I’m (your name) from (city, state).”

● Paragraph #1: Reason(s) why you think this job is a good fit for you and about your experience in
job cost accounting, data analyst or in a related field. (include the number of years of experience)
(black font, Verdana, 3 sentences)

● Paragraph #2: Describe a time in your job where attention to detail proved to be vital. What is
your process for ensuring that all your work is done correctly? (red font, Verdana, 3 sentences)

● Paragraph #3:  Rate your proficiency from a scale of 0-10 (with 10 being the highest) in
Spreadsheets (Microsoft Excel or Google Sheets), Quickbooks, and Google Suite. What kind of
data analysis software experience do you possess and how have you used this software to track
data and cost analysis? (blue font, Verdana, 3 sentences)

● Paragraph #4:  If you are/are not currently working (if you are working please specify if you are
planning to leave your position for this one), your availability throughout the day from M-F 8:00
am - 5:00 pm EST time, and where you see yourself in three years. (black font, Verdana, 3
sentences)

One sentence closing providing the following:

● a closing salutation including your name, email address, phone number, and LinkedIn profile (if
you have one).

Be sure to attach a resume.  Thanks!
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