[Company Logo]   [Company Name]
JOB DESCRIPTION – OPERATIONS EXECUTIVE
	Job Title:
	Operations Executive

	Department:
	Operations

	Reports To:
	Operations Manager

	Location:
	[Work Location]

	Employment Type:
	Full-time, Permanent

	Experience:
	1–4 years in operations

	Job Code:
	[Reference Number]



About [Company Name]
[Company Name] is [one-line description of your business, products/services and team size]. Office address: [Company Address].
Job Summary
The Operations Executive will ensure smooth daily execution of [Process / Operations] at [Company Name], coordinating teams and vendors, following SOPs and meeting turnaround and quality targets.
Key Responsibilities
1. Process daily orders / requests in [System]
1. Coordinate with vendors, delivery partners and internal teams
1. Monitor SLA adherence and escalate delays
1. Maintain trackers and daily MIS reports
1. Follow and update SOPs and checklists
1. Handle exceptions, returns and customer escalations
1. Reconcile operational data with finance
1. Identify bottlenecks and suggest improvements
1. Support audits with records
Required Skills
1. Process orientation
1. Advanced Excel / Google Sheets
1. Coordination and follow-up
1. Problem-solving
1. Communication
Qualifications & Experience
1. Graduate in any discipline
1. 1–4 years in operations or back office
Preferred Skills (Good to Have)
1. ERP or WMS experience
1. Lean / Six Sigma basics
1. Domain experience in [Industry]
Key Performance Indicators (KPIs)
	KPI
	Target
	Review Frequency

	Turnaround time
	Within [Number] hours
	Daily

	Process error rate
	Below [Percentage]%
	Monthly

	SLA adherence
	[Percentage]%
	Weekly

	MIS submitted on time
	100%
	Daily



Salary Range
₹[Minimum CTC] – ₹[Maximum CTC] per annum (CTC), depending on experience and skills. Final offer will show the fixed and variable split and approximate in-hand salary.
Benefits
1. Provident Fund (EPF) and ESI as applicable, gratuity as per law
1. [Number] days of paid leave plus public holidays as per company policy
1. [Health insurance / group mediclaim cover]
1. Shift / weekend allowance as per policy
How to Apply
Send your CV with the operations and volumes you have handled. Send your application to [HR Email] with the subject line "Application – Operations Executive – [Your Name]" or apply through [Application Link]. Last date to apply: [Date].

	______________________________
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[HR Name]
Human Resources
Date: [Date]
	______________________________
Approved by
[Reporting Manager]
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Date: [Date]
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