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[bookmark: example-of-operations-spec-job-description]Example of Operations Spec Job Description
Our growing company is looking for an operations spec. Thank you in advance for taking a look at the list of responsibilities and qualifications. We look forward to reviewing your resume.
[bookmark: responsibilities-for-operations-spec]Responsibilities for operations spec
· Help compile branch cash and coin orders and place orders timely with the Federal Reserve
· Ensure all balancing records are filed in an orderly fashion
· Responsible for providing transportation solutions, communicating with multiple service providers and administering direction for operations
· Learn at least 3 core functions below and be able to train others in those areas
· Communicate and consult with clients concerning highly sensitive information
· Use thorough product knowledge to resolve unique or challenging inquiries and/or issues on an individual needs basis while ensuring established SLAs are met or exceeded
· Escalate with the appropriate sense of urgency
· Be self-motivated, demonstrating sound judgment and effective decision making
· Responsible for timely and accurate resolution of items in the general ledgers accounts
· Provides consistent high quality customer service and interacts with bank personnel
[bookmark: qualifications-for-operations-spec]Qualifications for operations spec
· High school education, GED, or equivalent work experience is required
· Six Months experience as an Operations Specialist or twelve months of comparable experience is required
· Basic mathematics aptitude with adding and subtracting
· Ability to work in cross functional teams and work independently
· 3+ years related logistics, sales, operations or business experience
· Minimum of fifteen (15) years of relevant technical area experience
