Olivia, Office Manager
Day in the Life

What does she need to know?

Olivia has worked for Turn Key Marketing for 6
years as the office manager. Her day is spent
coordinating a number of the operational needs
of her company. A number of staff depend on her
for making Sure they have the resources they
need to get their job done.

• Is this Company reputable?
• Do they do good work?
• How will the communicate better than the last
company?
• How will they deal with issues?
• How do they hire and train their staff?
• Can they work within the budget we have?

Channels
Google, Facebook, Expedia, Instagram

Problem

How does she learn about your
company?

Our current cleaning company is not meeting is
not meeting the standards I’ve set. I’m
unpleased with the level of quality and need to
find out if there are better options

She's recently started researching hiring a new
cleaning company after running into too many
little issues that were reflecting poorly on her
choice to hire them.

“It’s my job to make sure
everything runs smoothly.”
Age:
Work:
Family:
Location:

Introvert

31
Office Manager
Single, No Children
Florida, USA

How is she feeling?
It's normal for Olivia to feel a continual sense of
stress. Her day to day is mainly reactive, which
causes her to feel that she gets less done than
she plans to in a day.

What motivates her?

Extrovert

She wants to do really well for her team and be
considered dependable. She strives to be
organized and prides herself on anticipating
others needs.

How does she evaluate Companies?
Analytical

Creative

Conservative

Liberal

Passive

Active

She wants her partners to be dependable and
actively looks for clear communication. When
researching, she is looking for a professional
looking website, and quick responses to
questions. When meeting personally, she expects
punctuality and professionalism.

Research
There are a number of options in my area.
Some look far more reputable than others. Most
seem to offer similar services. I need to make
sure the next company I hire doesn’t leave me
in this situation. My reputation is on the line.

Consideration
I’ve spoken to a number of professional
companies. Prices seem to be close to each
other so it’s hard to select one that I feel
confident will out-perform the others. I’m glad a
few of them had references and let me talk to
their customers, that helped me make a
decision.

Decision
I’m relieved to have selected a cleaning
company. I have a lot on my plate and need to
make sure we don’t end up back where we
started. I really hope they live up to the
standards they promise to deliver.

