
 
 

Position Description 
Operations Director 
Department: Operations 

Reports to: General Manager 
 
 
Position Summary 
Effectively directs all functions of the Operations Department in the Anchorage location, with the exception of 
managing the personnel (recruiting, hiring, termination, performance reviews, etc).  The input/assessment to the 
General Manager of these actions will be required.  The Operations Director drives all aspects of the daily activities of 
the Operations team.  In conjunction with the General Manager, serves internal and external customers by providing 
information and resolving any challenges relating to customer orders.  Acts as an intermediary between operations 
and other departments.  This is a front line position representing both Capital Office and our clients.  The utmost 
professionalism, positive and proactive customer service attitude is mandatory at all times. 
 
This job description illustrates the essential duties of this position. It does not prescribe or restrict the tasks that may be 
assigned. 

Expectation of Employee  

 Adheres to Capital Office Systems policy, procedures and practices either written or implied.  
 Provides timely, professional and quality customer service to both internal and external customers. 
 Contributes to the overall team effort by supporting other work areas as workload permits. 
 Maintains a positive and respectful attitude at all times. 
 Communicates regularly with GM about department issues.  
 Demonstrates flexible and efficient time management and ability to prioritize workload.  
 Consistently reports to work on time prepared to perform duties of position.  

 
Essential Duties & Responsibilities 
 

 Performs all basic administrative procedures such as filing, setting up job folders, developing forms as needed 
to improve efficiency. 

 Works with Operations Scheduler to develop installation and service schedule and to relay information to all 
parties concerned, including customers. 

 Works with the Installation and the Service Lead(s) to schedule and track all installation jobs and service 
orders. 

 Meets with the installation & service team every morning to direct the objectives of the day, and motivate 
the team to efficiently and effectively complete the scheduled jobs. 

 Meets with the installation & service team at the end of each day, to ensure that they have competed all 
their tasks; paperwork completeness – such as punch-lists are properly filled out; and to modify the schedule 
or staffing needs for the future.   

 Answers incoming phone calls, directing them to the appropriate party or handling them directly. 
 Handles customer inquiries by taking appropriate action to resolve customer concerns. 
 Enters required data into the Hedberg system. 
 Uses Word, Excel, and Outlook as appropriate and required. 
 Monitors status of all installs and service work; updating required paperwork and databases daily. 
 Relays the required information to the Purchasing Coordinator, to ensure that freight claims are executed 

within the required time frame on any necessary product damage.   
 Collects daily job forms, time sheets, and other forms/paperwork required and submits to the General 

Manger 
 Visits job sites regularly to verify the installation & service crews are carrying out the projects in accordance 

with company procedures & goals.  
 Controls costs related to Operations and ensures proper reporting of costs 
 Participates in daily, weekly, monthly and annual planning process as appropriate 
 Oversees daily activities of Installation and Service teams for Anchorage location 
 Approves daily schedule for Service and Installation for Anchorage location 
 Recommends salary adjustments. transfers, promotions and dismissals to General Manager. 
 Ensures proper training of personnel assigned  
 Fosters a cooperative and harmonious working climate conducive to maximize employee morale and 

productivity 
 Provides Hedberg training for service and installation teams as needed 



 
 Other duties as assigned by GM 
 

Knowledge, Skills and Abilities 
 

 Knowledge and experience using Word, Excel, Outlook and email. 
 Excellent planning and organizations skills. 
 Strong interpersonal skills. 
 Strong oral and written communication skills. 
 Knowledge of computers, Microsoft Excel, Work and Email. 
 Ability to work with a variety of people at all levels. 
 Ability to handle multiple tasks with deadlines 
 Ability to solve problems; be solution oriented. 
 Knowledge of Hedberg software a plus. 
 Outstanding telephone skills and etiquette. 

 
Minimum Qualifications 
 

 High School diploma or GED. 
 Three years demonstrated professional experience in an administrative position requiring problem solving 

and research skills. 
 Knowledge and experience on MS Office:  Word, Excel and Outlook. 
 Experience working with customers of an organization or the public. 
 Capable of lifting and moving minimum of 75 lbs on an occasional to frequent basis.    

 
Preferred Qualifications 
 

 Knowledge of Hedberg computer software. 
 Experience working in the office furniture industry. 

 
Physical and Environmental Requirements 
 

 Works primarily in the company office and warehouse, and occasionally works on customers sites.  
Occasional exposure to construction areas.  While performing the duties of this job, the employee will 
frequently be exposed to moving mechanical parts and cold air.  The noise level in the work environment is 
usually moderate.  The employee may be required to work beyond the standard 8-hour day and occasional 
weekends. 

 The employee will be required to use hands to finger, handle or feel; reach with hands and arms; talking and 
hearing are required for the position.  The employee required to walk, bend, lift, crouch, crawl, climb stairs 
and will frequently be required to lift items weighing up to 75 lbs. from floor to waist, or waist to shoulder, and 
move items weighing up to 75lbs. from/to varying distances.  Specific vision abilities required by this job 
include close vision, distance vision, and ability to adjust focus. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    Initial: _____ 


