Michael Bishop

General Operations Manager

Job Description:

Oversee operations of three (3) separate departments (Data entry, Customer Svc., Fulfillment -Shipping/receiving)
Payroll and timekeeping for all company employees

Hiring and training of new employees

Maintenance and updating of two (2) separate databases

Maintain and update phone system

Maintain internet router and Comcast account/services
Reporting of sales numbers and commissions
Tracking and updating of state and federal requirements (English & Spanish)
Development of company policy and procedures

Correspondence with company venders (AT&T, A & E Printers, CCS, Caraustar, Diversified, Granger, Mueller-Baisden, Neo-post, Pitney-Bowes, UPS, USPS…)

Field complaint calls and mail correspondence – follow-up and resolution 

Backing-up of all data files (both systems) for saving off-site
Assist customer service, data entry, and shipping employees with customer accounts, and problem resolution 
Determination of supply levels for office and warehouse
Correspondence with company legal representation including fulfillment of subpoena requests and/or company documentation
Additional requests and tasks as assigned by upper management
