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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Operations Director

Sample 1

	Job Title:
	Operations Director
	FLSA Status:
	

	Department:
	Department
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Supports and drives operational excellence in the company’s core strategies.  Manage, oversee and coordinate all aspects of branch operation activities including, but not limited to, the following: operations planning, qualifying potential business, operational review of proposals and bookings. Overall responsibility for execution of contracts – estimated cost vs. actual cost; review of contracts; supervision of labor and subcontractors; planning and scheduling contracts, preparation of invoices, and collections.
Essential Duties and Responsibilities

1. Provides direction and leadership for all aspects of multiple operations activities and/or specific line of business (e.g. Professional Services Group) including, but not limited to, the following: operations planning, qualifying potential business, operational review of proposals and bookings. Coaches, councils and trains the Operations force to improve individual skills. Overall responsibility for customer satisfaction on all installed accounts.  Coordinates with closely with leaders across the organization.
2. Overall responsibility for execution of contracts – estimated cost vs. actual cost; review of contracts; supervision of labor and subcontractors; planning and scheduling contracts, preparation of invoices, and collections.  

3. Develops and implements operations strategies that improve execution and provide additional value to customers in a cost effective manner.  Devises and executes structural changes needed to ensure success.

4. Proactively communicates with and seeks feedback from all customers.  Seeks to continuously improve customer satisfaction. Seeks feedback through the Company Customer Survey process.  Meets with customers on a regular basis to insure that we are providing quality installations and meeting their individual needs.

5. Drives collaboration between regions and divisions and ensures that best practices are implemented and shared across locations.  Leads and assists with continuous growth year after year, through innovative solutions delivered in a repeatable, scalable and cost-effective manner.

6. Utilizes financial systems to review actual vs. estimated contract cost and to provide timely and accurate financial reports.  Recommends benchmarks and metrics for measuring and improving operations.

7. Manages individual performance and personal development of assigned resources including performance of subcontractors.

8. Supervises colleagues (typically Design Engineers, Project Managers, Project Specialists, Engineering Specialists, Customer Support Specialists, and/or Installers) in a manner that maintains morale, skills proficiency and productivity. Recruit and hire team members as required.  Managerial responsibilities include but are not limited to:  mentoring, coaching and developing colleagues; planning, assigning and directing work; performance management; project budget.

9. Performs other duties and responsibilities as requested or required.

Knowledge and Skill

· Excellent management skills related to Project Management

· Customer Focus – Maintaining awareness of and seeking to meet of the needs and wants of the customer

· Excellent communication skills both oral and written

· Leadership Orientation – Actively seeks ways in which to act as a role model, guide, develop and mentor others within the Operations Department; Strong team leadership, team building and facilitation skills

· Initiative – Engages in proactive behavior and looks for new project opportunities

· Adaptability – Responds effectively to changes in situation or information

· Strong financial analytical skills including cost control

· Excellent Microsoft Outlook, Project, Excel, Word and Power Point skills

Education Requirements
· Bachelor’s degree in Engineering or related field or equivalent experience

· Master’s degree preferred

Experience Requirements
· Minimum of eight years of previous operations, service or field or project management experience

· Experience in one or more of the following industries preferred:  electronic, fire alarm & life safety, building automation, and/or healthcare

· Previous project supervisory experience

Certifications & Licenses
Project Management Institute (PMI) certification preferred; industry-specific certifications and/or licenses required; must have valid driver’s license with a clean driving record.

Protective Clothing Required
The position may require Personal Protective Equipment (PPE) use such as safety glasses, steel-toed shoes or work boots, etc.

Physical Demands

While performing the duties of this job, the colleague is frequently required to sit, stand, walk, talk or hear; uses hands to finger, handle, or touch objects or controls.  On occasion, the colleague may be required to climb and work in high places, stoop, bend or reach above the shoulders.  Position may also require work in confined spaces and exposure to different types of outdoor weather conditions.  Risk of electrical shock and/or general hazards found in a construction environment are present.

The colleague must occasionally lift, push, or pull up to 25 pounds and occasionally lift, push or pull up to 100 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.
Work Environment

The position is an office-based position with regular visits to work sites in the field.  The colleague performs some overnight work-related travel.

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential function.
	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


Sample 2

	Job Title:
	Operations Director
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Operations Director serves as a member of the senior management team for Company XYZ. The Operations Director works to improve operational systems, processes and policies in support of our mission focusing primarily on supporting better information flow, management reporting, project management & execution, business processes and organizational planning.

Essential Duties and Responsibilities

10. Overseeing overall financial management systems and controls of the Company XYZ annual budget in partnership with National Director.

11. Ensuring that the fiscal requirements of all grants and contracts are met.

12. Assisting the National Director in creating annual Company XYZ budget and monitoring cash flow.

13. Working with the Controller to develop and produce reports as needed for day to day fiscal management of Company XYZ.

14. Overseeing all financial management systems and controls of the annual budget in partnership with the Company XYZ National Director.

15. Ensuring that the fiscal requirements of all grants and contracts are met

16. Assisting the Company XYZ National Director in creating the annual budget and monitoring cash flow.

17. Requesting financial reports from the Controller as needed, including cash flow projections, monthly balance sheets, “actual to projection” income and expense reports.  

18. Responding to ad hoc requests for financial information from the Controller and other management staff and board members.

19. Ensuring receivables and expenses are allocated correctly in the organization’s accounting system.

20. Developing with the Controller and the Network Coordinator a plan to obtain all receivables within 90 days that includes a process to follow up and obtain payment on those invoices that are not paid within the 90 day time frame

21. Ensuring that the Controller’s requests are resolved and communicated in a timely manner to internal and external parties.

22. Managing a continuous quality improvement process to appropriate fiscal management systems.

23. Promoting coordination and communication between support and service functions.

24. Driving initiatives in the Company XYZ management team that contribute to long-term operational excellence.

25. Developing and implementing internal and external policies and procedures in partnership with other Company XYZ senior management.

26. Improving communication vehicles and processes within Company including the development of a bi-monthly newsletter, providing updates to the organization’s report to the Board of Directors and ensuring bi-monthly team meetings are regularly held.

27. Providing oversight to development of a password protected set of materials stored in SharePoint to be shared by Company XYZ staff and as appropriate.

28. Providing oversight and execution of all contracts through appropriate functional teams.

29. Developing and overseeing the orientation of new Company XYZ staff in conjunction with the Senior Director of Administration.

30. Serving as with the Senior Director of Administration on routine HR Issues, ensuring that HR documents are received and responded to by all Company XYZ staff.

31. Recommending and implementing improvements to Company XYZ communication systems.

32. Serving as overall project manager for specific initiatives that contribute to current and long-term operational excellence.

33. In partnership with other senior management, developing and monitoring benchmarks that guide the work of the Company XYZ Team.

34. Ensuring that critical tasks are delegated to a specific staff or team.

35. Organizing project meetings including scheduling, agenda setting and follow up as necessary.

36. Ensuring high quality and timely production of all Company XYZ related deliverables, including grant deliverables.

37. Managing projects such as, but not limited to the Communications Plan, team and division meetings and brand Development.

38. Undertaking special initiatives or tasks as requested by the Company XYZ National Director or Senior Director of Administration to support the achievement of excellence by Company XYZ.

Expectations

· Behave Ethically: Understand ethical behavior and business practices, and ensure that own behavior and the behavior of others is consistent with these standards and aligns with the values of the organization.

· Adaptability: Demonstrate a willingness to be flexible, versatile and/or tolerant in a changing work environment while maintaining effectiveness and efficiency.

· Build Relationships: Establish and maintain positive working relationships with others, both internally and externally, to achieve the goals of the organization.

· Communicate Effectively: Speak, listen and write in a clear, thorough and timely manner using appropriate and effective communication tools and techniques.

· Creativity/Innovation: Develop new and unique ways to improve operations of the organization and to create new opportunities.

· Make Decisions: Assess situations to determine the importance, urgency and risks, and make clear decisions which are timely and in the best interests of the department.

· Solve Problems: Assess problem situations to identify causes, gather and process relevant information, generate possible solutions, and make recommendations and/or resolve the problem.

· Think Strategically: Assesses options and actions based on trends and conditions in the environment, and the vision and values of the organization.
Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representing the knowledge, skills, and/or abilities required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience

· Minimum, Bachelor's degree with a major or minor in business, administration, social work (administration track), or related field.

· Experience developing a budget and the associated financial processes to manage expenditures and revenue collection.

· Experience developing and implementing sound business practices which comport with the highest standards of accountability and internal controls.

· Experience with all components of Microsoft office and accounting software such as QuickBooks applied ln a non-profit environment.

· Experience writing management policies and procedures.

· Experience managing on-line content.

· Experience supervising at least one staff member.

Management and Administration Skills

· Excellent organizational skills

· Excellent verbal and written communication skills

· Ability to work both Independently and as part of a team

Language Skills

· Excellent communications skills, including both writing and public speaking.
Other Qualifications

· Excellent project management and organizational skills.
· Proficiency with Microsoft Office products, including Word, Excel, PowerPoint, Access, Publisher, and Outlook email.
· Ability to operate a variety of office equipment such as a personal computer, telephone, printer, copier, and scanner.
· Ability to work independently and in a telecommuting capacity.
Physical Demands

While performing the duties of this job, the colleague is frequently required to sit, stand, walk, talk or hear; uses hands to finger, handle, or touch objects or controls.  On occasion, the colleague may be required to climb and work in high places, stoop, bend or reach above the shoulders.  Position may also require work in confined spaces and exposure to different types of outdoor weather conditions.  Risk of electrical shock and/or general hazards found in a construction environment are present.

The colleague must occasionally lift, push, or pull up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.
Work Environment

The position is an office-based position.
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential function.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
Operations Director
Page 1 of 5


Operations Director
Page 2 of 5


[image: image2.jpg][image: image3.png]Internet

E-mail

Q
Resource
Center




