
Our company is growing rapidly and is looking to fill the role of assistant
operations. Thank you in advance for taking a look at the list of responsibilities
and qualifications. We look forward to reviewing your resume.

Responsibilities for assistant operations

Conducts initial triage of new business applications, , quality review the
accuracy of submission entry previously entered in the clearance and
reservation system
Creates conditional, non-renewal, and/or other legal policy notices
Preparation of statistical reports, summaries and charts relating to the
department's operation, maintaining a high degree of accuracy (Department
Roster, LMS duties, and record retention)
Provide written minutes from Safety Leadership team final documentation for
Task Standardization Process teams
Participate / lead shop floor activities that eliminate waste and drive
improvements in the core values of the business
Develop processes to improve the coordination of activities with Receiving
and Accounting departments which improve information flow, problem
resolution, and other supply issues
Facilitate departmental communication as it pertains to bids, employee
movement, and other items that cross shifts and varying resources
Order and screen miscellaneous reports needed in the rating and
underwriting processes such as D&B, Motor Vehicle reports, loss history
reports, OSHA, SAFER, business websites
Create conditional, non-renewal, and/or other legal policy notices
Electronically print documents into the imaging system, page mark and label
the documents appropriately adhering to the corporate protocols
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Powered by www.VelvetJobs.com



Strong time management skills and the ability to work under pressure with
tight deadlines
Strong knowledge English, both written and spoken
Logical, organized, able to handle multiple tasks with deadlines
simultaneously
Prior work experience in a health care setting utilizing medical terminology is
preferred
This position may require long periods of standing or sitting
Adequate vision is required to read medical record demographic information,
and to use computer applications


