Operations Manager Task and Qualification Guide

Position Overview

The Operations Manager oversees daily operations, ensures process efficiency, implements policies, and
manages resources to achieve organizational goals.

Key Responsibilities

e Plan, organize, and oversee operational activities

e Develop and implement effective policies and procedures
¢ Monitor and analyze performance metrics

e Manage budgets, schedules, and resource allocation

e Supervise and train team members

e Ensure compliance with company and legal standards

e |dentify process improvement opportunities

e Coordinate between departments for workflow optimization
e Prepare and present operational reports

e Address and resolve operational issues promptly

Qualifications

e Bachelora€™s degree in Business, Operations Management, or related field
e Proven experience in operations or management roles

e Strong leadership and communication skills

e Analytical thinker with problem-solving abilities

¢ Organizational and multitasking capabilities

e Proficient in office and operations management software

e Knowledge of relevant regulations and standards

Core Competencies

Competency Description

Leadership Ability to guide and motivate teams towards achieving objectives
Strategic Planning Skills in designing and implementing effective operational strategies
Communication Clear conveyance of information to diverse stakeholders

Problem Solving Identifying challenges and implementing solutions efficiently

Time Management Prioritizing tasks to meet deadlines and operational goals

Sample Tasks

1. Conduct weekly team meetings to review objectives and progress



2. Monitor and optimize supply chain processes
3. Analyze KPIreports and implement improvements
4. Prepare operational budgets and track expenditures

5. Evaluate and onboard vendors or service providers
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