

Job application task 
[bookmark: _Hlk183726137]Job role: Operations Manager 
Type: Permanent 
Pay: £42.500/year + bonus package 

Benefits:  
• Flexible schedule                                             • Free on-site parking 
• Retirement savings matching                          • Health & wellbeing programme 
• Company vehicle                                             • Ongoing training & development

Description: The Operations Manager will be responsible for overseeing and optimizing daily operations within ISC's core departments. This role will focus on ensuring operational processes meet quality standards, deadlines, and efficiency goals. Working directly with senior management, the Operations Manager will play a vital role in identifying areas for improvement, managing departmental resources, and mentoring staff to drive performance. 

Candidate profile: 
➢ Bachelor’s degree in Business Administration, Operations Management, or a        related field 
➢ 5+ years of experience in operations or a similar management role 
➢ Proficiency in project management tools and data analysis software 
➢ Strong leadership and interpersonal skills 
➢ Proven ability to drive process improvements and manage operational metrics 

Company information
Name: Innovative Solutions Corp (ISC) 
Values: Integrity, Innovation, Team empowerment, Sustainability 
Mission statement: Our mission at ISC is to deliver high-impact, sustainable solutions that empower our clients to exceed their goals. We strive to be a leader in operational innovation, guided by integrity, accountability, and an unwavering commitment to excellence.






Mais Bitar
92 Phoebe Road, Swansea SA1 7FF
  E-mail: mais_kb@yahoo.com
CAREER PROFILE: 
A highly dedicated professional with over ten years’ experience as operations manager. Extensive experience in  overseeing and optimizing daily operations in leading business companies in the UK, ensuring that operational processes meet quality standards, deadlines and efficiency goals. My experience and dedication will definitely make a significant impact on the operational success and growth of ISC. 
EDUCATION:
Sept 2010 – July 2013           BSc (Hons) IT Management for Business, Manchester University 
Relevant modules include: Principles of Marketing, Software Application Design and Development Business Analysis, Data analytics with Program Tools, Marketing Strategy, Advanced Strategic Management.
RELEVANT COURSES:
Nov. 2022                  Course in Enterprise Resource Planning in Operations Management (ERP)
Online course, SENTINEL 9: 4 weeks course, 3 hours weekly.
Sept. 2020                  Course in Supply Chain Management (SCM)
Online course, The Knowledge Academy: 3 days course, 3 hours daily 
WORK EXPERIENCE:
Sept 2019 – to date                Sales and Operations Manager, The T & L Company, Swansea
Responsibilities:
· Proposal and partnership development: prepare proposals to prospective clients and build partnerships with local/regional partners.
· Sales strategies and market expansion: develop sales strategies and plans to expand in new sectors.
· Resource allocation: coordinate with other managers to ensure appropriate allocation of staff and resources.
· Process improvements: evaluate operational processes and implement ways to improve and increase productivity.
· Client satisfaction: maintain effective communication with current clients to ensure repeat of business and referral, to meet client expectations and address customer complaints.
· Quality Control: monitor and ensure that services meet quality standards. 
Gained skills: 
· Leadership and People Management: experience in leading and motivating teams, mentoring and allocating the right resources.
· Communication and Interpersonal Skills: ability to communicate and work with senior management, different departments and external partners.
· Quality Control: experience in setting quality standards and ensuring that operations adhere to legal and safety requirements.
· Technology Proficiency: using enterprise resource planning (ERP) systems and project management and data analysis software. 
Achievements:
· Reduced operational costs by 15% through process improvements and automation.
· Increased team productivity by 25% by streamlining workflows and implementing new task management tools.
· Trained and mentored staff, contributing to a reduction in employee turnover.

Sept 2013 – Sept 2019          Logistic Administrator, Innomotics, Manchester
Responsibilities:
· Monitor and track shipments: ensure products are delivered on time, prepare and manage documents, and report on delivery operations.   
· Customer Service: work with sales staff to make sure delivery and logistics are at highest standards, and deal with customer complaints.
· Supply chains: coordinate with suppliers and transportation to make sure smooth movement of goods, check stock levels, and process orders using logistics software.
Gained skills: 
· Communication and organisational skills: communicate with suppliers, customers and staff, manage shipments scheduling and delivery.
· Time management skills: prioritise tasks and manage deadlines.
· Flexibility and adaptability: adapt to changes in schedules and manage challenges.
 Achievements:
· Improved delivery times by 15% through effective route planning and better communication with transportation partners.
· Decreased shipping delays by 15% by improving communication and tracking systems.
SKILLS:
· Languages Spoken: Arabic (mother tongue), fluent in spoken and written English.
· Software: Microsoft Office, Microsoft Excel, ERP systems, SCM software, Trello.
· Full UK driving licence.
· First Aid, Health & Safety, CPR.
INTERESTS:
· Fitness & Outdoor Activities: to help improve focus, stress management, and resilience.
· Travel & Cultural Learning: to enhances my adaptability, global perspective, and ability to manage diverse teams.
REFERENCES: 	Available on request.


Innovative Solutions Corp (ISC)
Unit 13 Freeland Park Wareham Road, 
Lytchett Matravers, Poole,  BH16 6FA

Dear Hiring Manager at Innovative Solutions Corp,
I am writing to express my interest in the position of Operations Manager advertised on your website. Throughout my career spanning over 10 years, I played a principal role in overseeing the daily operations in leading companies, so I developed strong leadership and interpersonal skills.
In my current work as a sales and operations manager, I attempt to make work environment that challenge teams while ensuring that each member feels motivated and fulfilled.  I aim to make the customers feel that they are in good hands, and I maintain an unwavering commitment to serving as a trusted partner. 
What encourages me most to apply is your commitment to deliver high-impact, and sustainable solutions to inspire your clients and support them in exceeding their goals. I am excited to join your company and be a part of your team to contribute to your continued success.  I am confident that my experience in process improvements, inspiring leadership and technical expertise will enable me to effectively support your operations and drive improvements across departments. I believe I will be an asset to ISC. I would welcome the chance to discuss how my skills and experience can benefit ISC.
Please find my CV attached for your review and I would welcome an opportunity to meet discuss my thoughts on the role I can play in ISC.
Thank you very much for your consideration and I look forward to hearing from you soon.

Sincerely,
Mais Bitar
