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	Job Description



	Function:  Operations Manager
	Revision Date: 11/15/2023

	Department:  Administration
	Hours:  Flexible

	Reports to:  President
	

	
	

	Job Summary:
	

	Plan, direct and coordinate the operations of the company. Duties and responsibilities include formulating policies, managing daily operations, and planning the use of materials and human resources, including all functional areas of management and administration, such as personnel, purchasing, or administrative services. Maintain all aspects of ISO programs

	

	Essential Job Functions:

	
· Provides strategic direction for the whole company.
· Guide employees in achieving the goals and ambitions of the organization.
· Ensure that all processes and practices are working in a proper manner.
· Hire well-experienced and efficient department Managers.
· Conduct presentations to the management pertaining to business, marketing, and advertising strategies.
· Ensure that all functional departments are giving their best possible outputs.
· Oversee implementation of all ISO certifications and requirements
· Participate in all internal and external audits

	

	Education:

	Bachelor's degree in a science based field.  Courses in management, accounting, finance, and industrial relations will prove helpful. 

	

	Requirements:

	
· Managerial experience in a wide variety of departmental disciplines.
· Excellent leadership and management skills
· Highly developed decision-making and problem-solving skills
· Thorough knowledge of instrumentation repair and calibration practices.
· Being able to keep one’s cool in all kinds of situations.
· Time management, ability to divide tasks and work load effectively.

	

	Other Skills/Abilities

	MS Word, Excel and PowerPoint




	NOTE:  This job description is not intended to be all-inclusive. Employee may perform other related duties as required to meet the ongoing needs of the organization.
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