Job Description
Job Description
Strategic Operations Analyst 

	Job Title: 
Strategic Operations Analyst
	Date written:

Updated: 

Finalized: 


	Immediate Manager:

	Job Code:

	Next-Level Manager: 

	Grade:  

	Supervises: 
Non-supervisory role
	Occupational Standard:
Logistics Manager (part match)

	Group/Department:

	

	Location: 

	Enclose current and/or proposed organization charts that show two levels up and direct reports


Mandate   
Under the direction of the President, the Strategic Operations Analyst is accountable to plan, organize and evaluate activities relating to the fiscal strength and operations of the company.  Assists in the development, implementation and monitoring of financial plans and accounting functions, as well as special projects. 
Knowledge and Skills  
Preferred:
University degree in business administration and/or marketing or in a discipline related to logistics management
5 to 7 years of experience in warehouse and freight logistics operations
CGA, CMA or CA designation
Minimum:
University degree in business administration and/or marketing or in a discipline related to logistics management
3 to 5 years of experience in warehouse and freight logistics operations

CGA, CMA or CA designation

Key Accountabilities 

A1.   (55%)    Analyze and report the revenue and expense position of the company
Support development of the annual budget forecasting and monitor monthly financial results. 
A2.  (35%)     Undertake special projects and/or the implementation of strategic initiatives for the company
Provide support on strategic projects that will enhance the business model.  Includes financial analysis, implementation and post-implementation assessment/reporting and requires a sound understanding of the warehousing and freight logistics industry.  
B.   (10%)    Manage building maintenance and security, IT and communication services
Manage the maintenance and servicing for the premises, including security, IT and communication, as well as general building upkeep.   
	 NOTE:  Double click the boxes to check
	Job Title:           Strategic Operations Analyst 

	
	 Job Code:

	1.  TOOLS AND TECHNOLOGY:  Check below to identify all equipment and machines required to perform essential functions. Specify the “Other” machines used.

	 FORMCHECKBOX 
 Computers and Associated Software
	Material Handling Tools such as:  

	 FORMCHECKBOX 
 Communication Devices
	 FORMCHECKBOX 
 Dollies 

	 FORMCHECKBOX 
 Scanning Equipment
	 FORMCHECKBOX 
 Forklifts

	 FORMCHECKBOX 
 Packaging Tools
	 FORMCHECKBOX 
 Hand Trucks

	 FORMCHECKBOX 
 Measurement Tools
	 FORMCHECKBOX 
 Jacks

	 FORMCHECKBOX 
 Other:
	 FORMCHECKBOX 
 Pallet Trucks

	
	 FORMCHECKBOX 
 Reach Trucks

	
	 FORMCHECKBOX 
 Order Picker

	
	 FORMCHECKBOX 
 Wrapping Machinery

	Explanation:

The Strategic Operations Analyst is highly dependent upon computers and associated software to oversee the financial reporting and operational aspects of the businesses.


	2.  PHYSICAL REQUIREMENTS:  Check below to identify all physical requirements required to perform essential functions and explain if needed.

	 FORMCHECKBOX 
 Climbing
	 FORMCHECKBOX 
 Carrying;  Weight Limit:  50 lbs.

	 FORMCHECKBOX 
 Bending
	 FORMCHECKBOX 
 Lifting;  Weight Limit:   50 lbs.

	 FORMCHECKBOX 
 Stooping
	 FORMCHECKBOX 
 Pulling

	 FORMCHECKBOX 
 Pushing
	 FORMCHECKBOX 
 Repetitive Motions

	 FORMCHECKBOX 
 Standing
	 FORMCHECKBOX 
 Near Vision and Depth Perception

	 FORMCHECKBOX 
 Walking
	 FORMCHECKBOX 
 Coordination and Dexterity

	 FORMCHECKBOX 
 Sitting
	 FORMCHECKBOX 
 Other

	Explanation:  
This position works in an office setting, and general physical requirements associated with using a computer at a desk would apply.  


	3.  MENTAL AND ATTITUDINAL REQUIREMENTS: Check below to identify all the mental and attitudinal skills and abilities required to perform essential job functions and explain if needed. 

	 FORMCHECKBOX 
 Concentration
	 FORMCHECKBOX 
 Analyzing Data

	 FORMCHECKBOX 
 Decision Making
	 FORMCHECKBOX 
 Problem Solving

	 FORMCHECKBOX 
 Reasoning
	 FORMCHECKBOX 
 Continuous Improvement

	 FORMCHECKBOX 
 Well Organized
	 FORMCHECKBOX 
 Repetitive Work

	 FORMCHECKBOX 
 Work with Deadlines
	 FORMCHECKBOX 
 Use of Memory

	 FORMCHECKBOX 
 Managerial Leadership
	 FORMCHECKBOX 
 Attention to Detail

	 FORMCHECKBOX 
 Planning and Prioritizing
	 FORMCHECKBOX 
 Positive Attitude

	 FORMCHECKBOX 
 Customer Service Oriented
	 FORMCHECKBOX 
 Other

	Explanation:   

The Strategic Operations Analyst requires fine-tuned decision-making, creative problem-solving and organization skills, as well as exceptional analytical skills, to support the analysis and reporting of the fiscal health of the company.  Should have excellent interpersonal skills and a good understanding of the warehousing, freight and logistics industry in order to manage the operations and to increase profitability.  Strategic thinking and tactical execution capabilities a must! 



	4.  PHYSICAL ENVIRONMENTAL CHARACTERISTICS OF THE WORK AREA: Check below to identify the environmental characteristics of the work area and explain if needed.

	 FORMCHECKBOX 
 Work Outdoors
	 FORMCHECKBOX 
 Noise Intensity

	 FORMCHECKBOX 
 High Temperature
	 FORMCHECKBOX 
 Works with Others

	 FORMCHECKBOX 
 Low Temperature
	 FORMCHECKBOX 
 Works Alone

	 FORMCHECKBOX 
 Air Contamination
	 FORMCHECKBOX 
 Dust, Smoke

	 FORMCHECKBOX 
 Fumes
	 FORMCHECKBOX 
 Stairs

	 FORMCHECKBOX 
 Ramps
	 FORMCHECKBOX 
 Warehouse Racking (Six High)

	 FORMCHECKBOX 
 Loading Docks
	 FORMCHECKBOX 
 Other

	 FORMCHECKBOX 
 
	

	Explanation:  
This position works in an office setting and, although the role is performed independently, it involves and is dependent upon strong teamwork to support the fiscal reporting of the company and oversee the operational side of the facility.   


	5.  HEALTH AND SAFETY REQUIREMENTS:  Check below to identify the health and safety requirements associated with the physical environment.

	 FORMCHECKBOX 
 Sight Protection
	 FORMCHECKBOX 
 Occupational Health and Safety Act

	 FORMCHECKBOX 
 Hearing Protection
	 FORMCHECKBOX 
 Transportation of Dangerous Goods

	 FORMCHECKBOX 
 Tethering with a harness
	 FORMCHECKBOX 
  Workplace Hazardous Materials Information Systems

	 FORMCHECKBOX 
 Work Gloves
	 FORMCHECKBOX 
 Other

	 FORMCHECKBOX 
 Back Supports
	

	Explanation:   
Understanding of safety regulations and compliance with health and safety standards is required.



	6.  ESSENTIAL SKILL REQUIREMENTS:  Check below to identify all essential skill requirements required to perform essential functions and explain if needed.

	 FORMCHECKBOX 
 Reading – e.g., Vendor contracts, financial plans
	 FORMCHECKBOX 
 Oral Communication – e.g., Senior management meetings

	 FORMCHECKBOX 
 Document Use – e.g., Budget forecasts
	 FORMCHECKBOX 
 Numeracy – e.g., Numerical estimation, measurement and calculation math

	 FORMCHECKBOX 
 Writing – e.g., Monthly finance presentations
	 FORMCHECKBOX 
 

	 FORMCHECKBOX 
 English                      FORMCHECKBOX 
 Other Language(s)…specify:
	 FORMCHECKBOX 
 Other

	Explanation:  
This role is highly dependent upon accurate completion of forms and templates for financial reporting, and strong communication in a variety of forms is essential.  Must be able to communicate in English and apply excellent numeracy skills.  Mastery of operational protocols such as security, telephone systems, IT, building maintenance and workforce-management technology and of managing relationships with associate vendors and companies is required.



Tasks and Duties:
A.
Assist in the monitoring and reporting of the health of finance and revenue as well as any special projects for the company.  Specific tasks and duties include:

· Assist in the planning and preparation of the operating budget, monthly financial forecasts and operating results, and present to the senior executive team
· Assist in the preparation of budgetary forecasts, including profit-loss and return-on-investment projections, and monitor as appropriate
· Coordinate the monthly billing process and closing of the books
· Establish key performance indicators for finance and operations, and monitor/report 
· Manage software requirements

· Implement the Warehouse Management System, ensuring that the functionality is maximized for optimum operational efficiency 
· Oversee the implementation of software enhancements

· Monitor and initiate system-level changes for improved reporting, functionality and visibility

· Assist in the development and implementation of the long-term strategic IT infrastructure platform, which will provide enhanced visibility, consolidated billing and online capabilities
· Participate in the ISO implementation process
· Develop constructive and cooperative working relationships, both directly and cross-functionally
B.  Manage building maintenance and security, IT and communication services.  Specific tasks and duties include:

· Manage the maintenance and associated vendor contracts for the site to address and solve maintenance issues

· Working with local IT technician as well as outside companies, ensure optimum usage and handling of the IT and communication tools and technologies 
· Working with security provider, act as security administrator; conduct regular review and audits of security footage and access pass-usage patterns
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