
 JOB DESCRIPTION 

Job Title: Operations Manager     
Reports to:  Director of Operations  

Summary of Position: 
Responsible for coordinating the scheduling of installers and service techs with the contractors and clients 
arranging travel accommodations when applicable. Coordinate transfer of inventory to job sites. Control of 
incoming / outgoing inventory into the physical warehouse.  Responsible for inventory control.  

Major Responsibilities: 
1. Responsible for keeping installer schedule updated and communicated to the installation team. 
2. Communicate and coordinate with Contractor / Sub Contractor, Sales team and Management to 

assure jobs are scheduled within the given time frames and under budgeted hours.   
3. Take service calls scheduling service tech, giving clear guidance on the service issue. 
4. Schedule Maintenance Agreement visits 
5. Update and maintain the time and attendance program 
6. Maintain PCD Mileage chart 
7. Set up and maintain SmartSheets for all projects 
8. Maintain an updated Gantt Chart for all jobs 
9. Manage warehouse personnel to ensure equipment is well-organized and properly staged for each 

job 
10. Coordinate with Lead Installer / Warehouse Associate to ensure equipment is properly delivered to 

job sites in a timely manner 
11. Management of vehicle fleet. 
12. Serve as primary point of communication with company vendors for things such as janitorial and IT 

service technicians 
13. Responsible for building maintenance 
14. Other duties as assigned by management. 

Job Requirements: 
Skills: Strong organizational skills.  Ability to communicate effectively verbally and in writing. Ability to 
satisfy contactor / client needs while keeping PCD profitability in place. Able to work with numerous 
personalities while holding a constructive and positive outlook.  
Experience: Previous experience in dispatching and coordinating a constantly evolving schedule.  
Knowledge:  Construction site knowledge, understanding the stages of AV installation and AV knowledge 
desired. 
Degrees/Certificates: Microsoft Office (Excel, Word and Access) certification desired. 

Working Conditions: 
Physical Endurance: Must be able to work on computer for extended periods of time. Able to carry up to 
40 pounds.  
Environment:  Office setting, with some visits to work sites at which multiple trades are working.  

Employee Signature: ____________________________________________ Date: ________________ 

Manager Signature: _____________________________________________ Date: ________________
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