Operations Executive Job Description
Role and Responsibility
1. Report to the CEO daily on how company processes are running.
1. Draft new company policies and make sure they are actually followed.
1. Improve how the business functions by keeping it aligned with core objectives.
1. Manage projects and push product innovation forward.
1. Review costs regularly to protect profit margins.
1. Raise productivity by rolling out better procedures.
1. Analyze operational data and keep product inventory in order.
1. Check that policies and procedures are being followed company-wide.
1. Keep an eye on HR department policies and performance reviews.
1. Maintain positive relationships with clients, suppliers, and vendors.
Requirements
1. Bachelor's degree in operations management, project management, or strategic management.
1. A master's degree in a related field is a plus.
1. Prior experience in operations management or a similar role.
1. Solid grounding in strategic planning and project management.
1. Strong communication and leadership skills.
1. A track record of making business operations more efficient.
1. Comfortable preparing financial reports.
1. Experience shaping HR policies and checking that they are actually followed.
