Example of Process Owner Job Description

Powered by www.VelvetJobs.com

Our company is looking for a process owner. Thank you in advance for taking a
look at the list of responsibilities and qualifications. We look forward to reviewing

your resume.

Responsibilities for process owner

» Standardization across units for intercompany and accounts payable

e Understanding the Business Processes across all procurement areas to
include Produce, Meat, Grocery, GM and Seasonal Categories

e Maintain effective working relationship & performance management of 3rd
party offshore resource

e To minimise aborts

e Ensures and tracks the accurate and timely inclusion / exclusion of employees
in local benefit plans

» Manages the day-today relationship with providers of employee benefits

» Prepares / updates the HR reports

e Delivers the on-boarding to new employees

» Manages the physical employee files

e Support the Site HR Manager

Qualifications for process owner

e Leadership Skills — able to effectively lead a team to achieve common goals,
with passion for quality, and ownership in accomplishing challenging tasks

e Project Management skills for process change requests, integrations, request
for service

e No required course

e Admin and / or Data Management experience an advantage

e Minimum of 2 years in college (or 2 yr course)






