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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 Manager

Sample 1

	Job Title:
	Operations Manager
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The General Manager directs and coordinates activities of industrial organization to obtain optimum efficiency and economy of operations and maximize profits by performing the following duties personally or through subordinate supervisors.

Essential Duties and Responsibilities

This list of duties and responsibilities is not all-inclusive and may be expanded to include other duties and responsibilities, as management may deem necessary from time to time.

1. Review financial statements, sales or activity reports, or other performance data to measure productivity or goal achievement or to identify areas needing cost reduction or program improvement. 

2. Direct and coordinate activities of businesses or departments concerned with the production, pricing, sales, or distribution of products. 

3. Direct administrative activities directly related to making products or providing services. 

4. Prepare staff work schedules and assign specific duties. 

5. Monitor suppliers to ensure that they efficiently and effectively provide needed goods or services within budgetary limits. 

6. Direct or coordinate financial or budget activities to fund operations, maximize investments, or increase efficiency. 

7. Establish or implement departmental policies, goals, objectives, or procedures in conjunction with board members, organization officials, or staff members. 

8. Perform personnel functions such as selection, training, or evaluation. 

9. Plan or direct activities such as sales promotions that require coordination with other department managers. 

10. Set prices or credit terms for goods or services based on forecasts of customer demand. 

11. Manage the movement of goods into and out of production facilities to ensure efficiency, effectiveness, or sustainability of operations. 

12. Perform sales floor work, such as greeting or assisting customers, stocking shelves, or taking inventory. 

13. Recommend locations for new facilities or oversee the remodeling or renovating of current facilities. 

14. Implement or oversee environmental management or sustainability programs addressing issues such as recycling, conservation, or waste management. 

15. Direct non-merchandising departments of businesses, such as advertising or purchasing.
Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Education/Experience
Bachelor’s Degree or equivalent; or four to ten years related experience and/or training; or equivalent combination of education and experience.

Language Ability
Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and legal documents.  Ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community.  Ability to write speeches and articles for publication that conform to prescribed style and format.

Math Ability
Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry and trigonometry. Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

Reasoning Ability
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

Supervisory Responsibilities 
Directly supervises 8-10 employees. Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws. Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

Work Environment:
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 functions.

The noise level in the work environment is usually moderate.

Physical Demands
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to stand; walk and talk or hear. The employee is occasionally required to sit.  The employee must occasionally lift and/or move up to 50 pounds.

	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

Operations Manager

	Job Title:
	Operations Manager
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary
Manage, oversee and coordinate all aspects of operation activities including, but not limited to, the following: operations planning, qualifying potential business, operational review of proposals and bookings. Coach, council and train the Operations force to improve individual skills. Overall responsibility for customer satisfaction.  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

16. Manages, oversees and coordinates all aspects of operations activities 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.
17. 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.  
18. Overall responsibility of Day Sales Outstanding (DSO) goal; Overall responsibility of Branch Slip of < 2%.
19. Effectively communicates goals to the operations team and communicate with the wider organization as and when required, and maintains accurate and up to date job cost records, and other control records necessary for processing of internal and external reports.  
20. Develops and implements operations strategies that improve execution and provide additional value to customers in a cost effective manner.
21. Proactively communicates with and seeks feedback from all customers.  Seeks to continuously improve customer satisfaction. Seeks feedback through the Company Customer Survey process.
22. Meets with customers on a regular basis to insure that we are providing quality installations and meeting their individual needs.
23. Utilizes financial systems to review actual vs. estimated contract cost and to provide timely and accurate financial reports.
24. Manages individual performance and personal development of assigned resources including performance of subcontractors.
25. 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.
26. Performs other duties and responsibilities as requested or required.
Knowledge and Skill

· Strong 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
Experience Requirements
· Minimum of three 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 functions.

	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
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