Operations Executive Job Description
Role and Responsibility
1. Keep senior leadership updated on operational matters through regular reporting.
1. Work with executives to shape operational policies and procedures.
1. Oversee the business's daily functions to keep things running smoothly.
1. Set operational goals across both short and long time frames.
1. Flag where processes need improvement and recommend fixes.
1. Build and maintain solid working relationships with suppliers and stakeholders.
1. Keep operations compliant with relevant laws and regulations.
Requirements
1. Bachelor's degree in business administration or a related field.
1. Some prior experience in a managerial role.
1. A relevant certification is a plus, though not required.
1. Strong communication and leadership skills.
1. Comfortable tracking expenses and putting together reports.
