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DEPUTY MANAGER 
JOB ANALYSIS

          Most Executive Managers need an assistant and to fill this role a Deputy Manager is hired. Deputy Managers help people by assist with the planning, coordinating, developing and managing programs and projects. Deputy Managers have multiple responsibilities ranging from setting schedule to creating alternatives to issues that occur during activities of a team. They often help with recruitment and training and if they are present, they should be prepared to manage the General Manager’s daily duties. Extensive business and industry understanding is crucial in work for a Deputy Manager . Deputy Managers generally have a Bachelor’s or a Master’s degree in the  associated sector and have to be prepared both unattended and attended and with to leadership.
          Experience helps to secure a job, but not always depending on private abilities and credentials. Deputy Managers generally operate for a General Manager or help them. They take over and help them, they share the duties when the General Manager is not present or available. Deputy Managers help motivate employees , manage administrative tasks and execute human resource tasks such as hiring and evaluating the performance of employees.
           A Deputy Manager will also perform the following tasks:
· IMPLEMENTING business procedures
· MAINTAIN quality standards
· BUDGETING
· ASSISTING General Managers
· CONTROLLING costs and expenses
· DOING presentations
· ATTENDING meetings
· PREPARING reports and budgeting
· TRAINING employees
     This job requires many skills such as presentation and leadership. Confidence, being ferm but also flexible, is very important in this job. It is crucial for a Deputy Manager to plan, negotiate, communicate and manage staff. A Deputy Manager has to be ambitious, motivated, confident and professional. Working with people and being the head of the team is not easy as they have to guide the team and advise each member in their allocated tasks, so mentoring and problem solving skills have to be shown.
