Job Description 

Title: 
Assistant, Operations Administrative 

Department:
Operations Administration 

Reports To: 
Director of Operations 

Hours:  40 hours per week 

Responsibilities: 
1. Word processing for director of operations, director of warehousing, and all managers in operations department as required.
2. Take meeting minutes for operations management meetings, safety meetings, and departmental meetings. 
3. Answer phone and take messages for director of operations as needed. 
4. Assist day and night warehouse managers with monthly bills, review and submit to the director of operations for approval. 
5. Coordinate monthly budget results with day and night warehouse managers and traffic manager for budget variance preparations. 
6. Purchase warehouse supplies. 
7. Do filing for director of operations. 
8. Schedule appointments for director of operations. 
9. Keep track of vacation schedules of managers and supervisors in operations. 
10. Distribution of mail. 
11. Work well with all operations associates and offer guidance and assistance when needed. Enter payroll data for operations and work with human resources on any verifications or problems. 
12. Provide back up to director of operations on any questions they may have relating to daily functions or problems within operations department. 
13. Maintain files on USDA, OSHA, MSDS, HACCP, etc.
Required Skills:

· PC skills to include basic MS Office applications
· Basic accounting knowledge to assist in budget preparation and maintenance
· Knowledge of tools for quality improvement

Essential Functions: 
· Assistance to director of operations and operations department heads as needed
· Ability to read and comprehend

· Ability to work calmly under pressure

· Punctuality and reliability
· Accuracy and attention to detail
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