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[bookmark: example-of-manager-services-support-job-description]Example of Manager, Services & Support Job Description
Our growing company is searching for experienced candidates for the position of manager, services & support. Please review the list of responsibilities and qualifications. While this is our ideal list, we will consider candidates that do not necessarily have all of the qualifications, but have sufficient experience and talent.
[bookmark: responsibilities-for-manager-services-support]Responsibilities for manager, services & support
· Ensure that lessons learned are shared, distributed and incorporated into procedure/training documentation to prevent recurrence of issues/events throughout the fleet and ensure that information is communicated across departments and external business units as needed
· Leads other solution focused assignments as required
· Develop content strategy aligned with short-term and long-term HR service delivery objectives
· Collaborate with HR Centers-of-Excellence and HR leadership to plan and develop site content, style and layout
· Assist in the creation and publishing of engaging content
· Develop and maintain an editorial calendar and ensure content team is on board
· Develop and maintain scripts for call center representatives and online chat tools
· Work closely with Workday functional lead and each COE to update online materials as needed to support Workday releases and process enhancements
· Ensure compliance with law
· Evaluates and identify opportunities for process improvement and makes constructive suggestions for change
[bookmark: qualifications-for-manager-services-support]Qualifications for manager, services & support
· Extensive securities knowledge gained through financial services background and completion of industry related courses and a Commerce or Business Degree
· Strong analytical skills in order to effectively manage situations not covered by documented policies and procedures and to identify, assess, and react to financial risks associated with voluntary corporate actions/entitlements
· Report to the CTO and head of technical account management
· DriveBusiness Excellence Strategy
· Outstanding customer service skills and phone skills
· Good knowledge and experience of business planning and development
