
Operations Coordinator
We’re inviting applications for:

Outline
This role takes ownership for coordinating all phases of the company’s regional 
operations, ensuring the efficient operation of the team and that clients’ needs are 
fulfilled.

- Makes sure the team meets targets and goals through effective utilization of company 
resources and upholding the company’s SOPs.

- Supports team through a variety of tasks related to organization, scheduling, and 
communication. 

Essential Duties

Operations Duties:

Operations Coordination 

- Coordinate the company’s operational activities with the support of other 
departments.

- Manage the creation of tickets and scheduling of jobs for the region.

- Ensure the department’s compliance with the company’s standard operating 
practices, policies and procedures.

- Ensure the local laws and regulations are observed and respected as it relates to the 
company’s operations.

Operations Expenditure 

- Identify and communicate wastage or areas of inefficiency that affect the budget to 
all involved parties. 

- Oversee the spending of technicians on company accounts to ensure that the operations 
department is within budget. 

- Use company credit card for the approved purchase of supplies when needed.

Stock-taking and stock management
 
Facilities and Vehicle Management 

- Ensure that regular maintenance is scheduled for upkeep of all facilities and vehicles.

-  Ensure road tax, and drivers’ licenses are kept up to date.

- Contact vendors or utilise technicians to ensure facilities and vehicles are regularly 
maintained or fixed in a timely manner.
 

Department Management Duties:

Standard Operating Procedures 

- Assist Admin department to ensure that all processes/tasks are documented (videos as 
well as written processes).

- Liaising and working closely with other departments to achieve outcomes 

- Work closely with the sales team to ensure that assessments and installations are being 
completed. 

- Ensure relevant operations activities are completed accurately and in a timely manner, so 
other departments can close the sales cycle and collect the AR.
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Requirements

- Degree in Business, Operations Management or related field.

- At least 2 years’ experience as an Operations Supervisor or similar management role.

- Knowledge of organizational effectiveness and operations management.

- Proven client care and/or admin or assistant experience.

- High level computer skills and proficiency in MS Word, Excel and Outlook required.

- Ability to prioritize duties as assigned and have a strong sense of urgency during 
tight deadlines.

- Excellent written and oral communications skills. 

- Attention to detail and the highest standards for accuracy and precision.

- Client care skills - ability to stay calm when customers are stressed or upset.

- Strong phone contact handling and active listening skills.

- Familiar with CRM systems and practices.

- Familiar with business and financial principles.

- Ability to multi-task, prioritize and manage time effectively.

- Outstanding organizational and planning skills.

-  Strong leadership skills.
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Submit your resume to careers@newport-water.com to apply.

Application emails should be entitled ‘OPERATIONS COORDINATOR’.

Employment Information
Working Hours: 7:30am - 4:30pm

Employment type:  Permanent

A comprehensive remuneration and an attractive benefits package will be offered to the 
selected candidate. 


