Example of Group Supervisor Job Description
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Our growing company is looking for a group supervisor. 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.

Responsibilities for group supervisor

¢ Maintain and manage all reservation channels as required

e Oversee reservation operation

o Data Quality (together with RM) in regards of using of SOP for Profiles

e Implementation of Corporate Standards

e Provide Education and training to FO, Reservation

e Creation of team-working environment promoting morale & commitment,
pride & performance in the reservations department and the hotel

» Review and processing of Money Market transactions

e Review and approve daily fed transfers settling $20 - 40 billion

o Customer account setup verification and customer payment instructions

» Review and systematic administration of approved credit lines

Qualifications for group supervisor

e Minimum of two (2) years of experience in Information Technology or
Management Information Systems required

e Operates effectively independently in a team environment

e Minimum 2-4+ years operations experience in a manufacturing environment

e Cold forming/Metal working experience required

e Strong problem solving abilities and manage ambiguous scenarios

e Minimum of 5 years of experience in power plant equipment maintenance or

a related field is required



