JOB DESCRIPTION

JOB TITLE:  SYSTEM OPERATIONS MANAGER

Reviewed:  24th November 2014




NAME:
_____________________________
POSITION DESCRIPTION

JOB TITLE
:   SYSTEM OPERATIONS MANAGER


  

PURPOSE OF POSITION

Responsible for checking of accuracy of all information into the AS400
KEY PERFORMANCE AREAS

Contracts
Reports

AS400 Maintenance
User Authorisation
Technical Administration

Office automation (Copiers, Faxes and IT) Purchasing

Sales stock requirements

Receiving and dispatching of goods
Labour Relations

Customer Liaison

Inter Franchise Liaison

Bootstock Parts

Toner Bulk Order & Purchasing

Quality Assuarance

Management Information System

Labour Relations
Other

DUTIES AND RESPONSIBILITIES

ADMINSTRATION

1. CONTRACTS
· Checking of correctness and accuracy of all contracts, SLA’s, CSA’s, Rentals and Inhouse Deals

· Representatives must submit SLA/CSA to have yields filled in before going to customer with signature
· To assist Warehouse Co-ordinator of booking out machines on Demo or loans and ordering when not available

· Loading and giving assistance to Sales Co-Ordinator for Laserfiche, Sotware Billing, Customer Billing, Ntrack Billing, Equitrac Billing

· Loading of new accounts

· Cancelling of contracts and CSA’s

· Creating of collection dockets

· Checking all new loaded on a monthly basis and signing of contract cover sheet

· Loading of MPP Claims

2. REPORTS

· Daily Reports

· Daily sales – to check if all information entered on AS400 is correct including margins
· Daily Sales – to mail Report on a daily basis to Sales and Consumable Manager

· Delivery Notes reports – mailed on a daily basis to Warehouse Manager to check that signed POD’s come back 

· Sales & Debtors comparison 

· Monthly Reports

· Engineer’s Service History 

· Technical Chargeable Report

· Inclusive Consumables Report 
· Machine Costing

· DSR Reports and Splits

· Warranty Reports

· Installation Reports

· Contract and Base Reports to Upgrade Sales Excutives
· Age Anaylsis Report

· Purchases from Nashua LTD

· Dummy Run Exception Report – to check Nil readings, Ave/halted, Meters not read, Meters greater than expected, Meters not on report, Blank Service Area

· Customer Listings – Clients that should not be on Puchase Hold, duplicated accounts, cleaning up of customer names, deleting of old accounts

· Checking of GRN’s machine write offs

· Updating of monthly Sales Units for MD

3. AS400 MAINTENANCE AND OPERATIONS
· Random clean up and checking of all AS400 information

· Checking for correct customer names (name of legal entity)

· Cleaning up of duplicate account numbers

· Contract types etc – eg. Expired machines to be flagged as Expired

· To check and assist with monthly stock takes and variances 

4. USER AUTHORIZATION/TRAINING
· Allocating and monitoring all User Access to AS400

· New System Initiatives

· To supply training for those who need on AS400

TECHNICAL
· Assist Meter Reading Clerk for DSR on Customer Billings on a monthly basis 

· Give assistance and help to Technical Engineers, Service controllers and Parts co ordinator

· To give physical assistance and advice to Engineers in the field with regards to machine problems received when Technical Director is not available.

· To Assist Meter Reading Clerk with recording of correct meter readings and dummy run
· To resolve customer and internal complaints and queries

· Prevent problems by applying the principles of good management

· Take immediate action when problems occur
· To sign all the technical quotations when responsible person is not available
· To approve all Re-location policy quotations when technical Manager not available
· To check and assist Service Controllers on the releasing of Inclusive Toners 
· Ensure that all engineers receive ongoing surveys to hand out to the clients

· To attend training courses when required

· Adhere to Nashua disciplinary Code of conduct

· To attend Service meetings when required

· Handle Job & personal problems of staff

· Ensure that deadlines are met

· Work area to be clean & organised

· Dress code to be maintained

· Ensure attendance at necessary meetings

· Attend all Management/Personnel courses when elected.
· Assist Service Controllers with correct part numbers
· GRN’ing of NTV machines and invoicing final meter billing
SALES AND PURCHASES (Warehouse 10 and 11)
· To ensure that the correct quantity of goods are requested and purchased accordingly.

· Place monthly Consumable Bulk Order by the required date

· To place emergency orders for warehouse 10 on a weekly basis

· To create purchase orders to head office and other relevant suppliers

· To ensure that all the documentation is checked before signing for the goods purchased.

· To bring in stock for all machines and other stock for warehouse 11

· Matching of invoices vs P/O on AS400 for warehouse 10 and 11
· To monitor the movement of all purchases including transfers via the branch.

· To ensure that warehouse 81 backorders are supplied / ordered 

· To ensure that the correct quantities and products are shipped and received for warehouse 11
· Booking of machines out on demonstration

· Processing of Movement and Collection dockets

· Invoicing of machines to clients and  loading of contracts

· Creating and submitting of MPPs to Nashua Head Office
· Liasing with Nashua Head Office for credits and or commissions due to Nashua Limpopo

LABOUR RELATIONS

Give fair & just instructions

Liase actions with all Directors
Ensure agreed policies and procedures are followed.

Communicate with clients to check for satisfaction of service rendered.

CUSTOMER LIAISON

To maintain mutual respect and good relationships with customers

Report any major problems to all Directors.

INTER-FRACHISE LIAISON

Liase with Nashua LTD and other Franchises with regards to customer’s problems and problematic machines

Maintain a high level of co-operation with Nashua Limited Technology Division

Receive technical advice accordingly

BOOTSTOCK/PARTS

Sign parts order when necessary

To assist the Parts –cordinator to manage Bootstock adjustments and queries

TONER BULK ORDER & PURCHASING

To process monthly toner bulk order with Technical Director before Nashua Ltd closing date

To assist Warehouse co-ordinator for Emergency Toner ordering when stock has been depleted

To sign purchase requistiton for toners if Technical Director not available

QUALITY ASSUARANCE

Check that all paper work is completed accurately 

To ensure quality standard is maintained 

MANAGEMENT INFORMATION SYSTEM

Conduct 1:1 meetings with subordinates to discuss work-related problems, personal problems and production related problems

Handle job and personal problems of staff

Conduct unscheduled meetings with staff when necessary

To maintain mutual respect and good relationships with customer and staff at all times

To ensure that Technical Staff are aware and comply fully to their job specifications as laid down in their Job Descriptions.

Strive to ensure that all Staff are fully trained to carry out their duties.

Formulate Department objectives and strategies

Monitor, evaluate and improve activities within all Departments
To authorize and gain authorization (where necessary) for Purchase Requisitions and Purchase Orders.

Strive to achieve budget figures

Attend monthly Management Meetings

Attend Technical Conferences and Seminars

LABOUR RELATIONS

Receive grievance and solve according to agreed procedures

Give fair and just instructions

Discipline subordinates according to agreed procedures

Liaise actions with all Directors and H.R. Department

Evaluate performance of subordinates

Chair disciplinary enquiries where applicable up to final written warning stage

Ensure agreed policies and procedures are followed

Must adhere to all Company policies and procedures

To motivate all Technical Staff and manage them successfully

OTHER 

Check that staff is working according to agreed working hours when the all Directors are not available

Agree correct working methods with subordinates

Conduct individual follow-ups with staff and give specific feedback

AUTHORITY

To accept all the Technical Directors authorities when he is not available.

OTHER ASSIGNMENTS

 To perform any assignment if and when requested to do so by the all Directors
The above Job Description was read, understood and accepted by the employee.
__________________________                               ___________________________

EMPLOYEE                                                                      DATE

__________________________                              __________________________

DEPARTMENT  MANAGER                                           DATE

__________________________                                    ___________________________

L L  ROBINSON                                                           DATE

HR  ADMINISTRATOR 
