
Job Title:	
Operations Manager
	
Job Duties:
Oversee Department Management and Monitor duties
-Oversee, evaluate, coach all managers, supervisors, and team leaders

Hiring (General)
      -Posting job description and monitoring job listing through various hiring websites
      -Selecting new candidates for open positions
      -Setting up and conducting interviews
      -Hiring new employees	
Scheduling
      -Create Inbound (CS), Data, Graphics Design, Production, and Shipping schedules
      -Approve requested time off for employees (depts above)
      -Create attendance policies/procedures and regulate attendance disciplinary actions
Human Resource Management
-Conduct agent confrontation(DA) meetings.
-Resolve employee conflicts.
-Unemployment issues, forms, and reports
-Insurance(s) enrollment, changes, payments, etc. (health, dental, vision)
-Employee verifications, DHS, other employee programs

Payroll/Timekeeping/Accounting
-Creating/maintaining users for PHP timeclock
-Edit timeclock punches
[bookmark: _Hlk100042005]      -Weekly calculating, reporting, and entry of hours and commission
      -Generating payroll history reports
      -Set up garnishments and Friend of the Court requests
      -Correspondence/communication with payroll company
      -Registration and Annual reports (LLPS & Corporate)
      -Provide monthly sales and inventory reports
Customer Service Management
[bookmark: _Hlk100050631]      -Manage Team Leader and CS team
      -Create and maintain Customer Service protocols (Q&A)
      -Training of new/existing CS reps (sales, policy/procedures, etc.)
      -Reply/Answer Customer Service and Corporate emails
      -Order editing: reshipping orders, adding payments, updating company information                                                                 
[bookmark: _Hlk100064177]      -Manual credit card transactions (2nd processor)
      -Create, implementation, and distributing of incentives
CRM, Database, and Domain Maintenance
      -Create/add new users to domain
      -Communicate with technical support, consultants, and software providers
      -Approve updates, changes to all systems
      -Resolve errors in print functions and system processes
 Collection Reporting
-Create collection report and lists (Inbound/Data)
[bookmark: _Hlk100067060]      -Distribute collection lists and file documents
Purchasing
      -Oversee/approve daily purchases 
      -Make product purchases (equipment, hardware, and inventory products)
      -Negotiations/implementation/account maintenance with vendors and service providers
Shipping Department / Production Department Oversight
-Hiring/instruction of new employees
-Order/Label corrections
-Assist in order fulfillment (when needed) 
-Assist in producing posters (when needed)
-Communicate with vendors regarding shipping and production supplies
-Create, evaluate, resolve fulfillment workflow
Vendor and Service Companies
-Liaison to phone/internet providers
-Liaison to shipping/mailing services (UPS, USPS, Stamps.com, and freight companies)
-Liaison to credit card processors, (set-up, account maintenance, chargebacks)
-Liaison to lease company for building repairs and preventative maintenance
-Liaison to equipment providers for repairs, parts, and maintenance
Legal matters and Company Reputation
-Provide reports, data, information as requested from legal council
-Respond/Resolve Attorney General complaints
-Respond/Resolve Better Business Bureau complaints, reviews, etc.
-Respond/Resolve issues directly with customers, companies, and clients
-Work with credit agencies and rating companies, to improve company status
Other miscellaneous tasks as assigned by ownership 
      -Provide reports (sales, production, etc.) as requested
     -Management of special projects as requested
The mission
To create an atmosphere that breeds success in both employee and company achievement. 

