ADETIM – Economical  Development  Agency  TIMIS

Management and Administration Department  of the Technological and Industrial Park,TM
                                JOB DESCRIPTION                     Position No:

Position: 


Operations’ Manager PITT
Location: 


Administration of PITT, Timisoara
Level:   


Executive  Management
Immediate Supervisor: 
General Manager  ADETIM
Sub-ordinates: 

All  the M & A Department staff of PITT 
______________________________________________________________

Functional Statement / Responsibilities :
The position-holder is responsible for the secure, comprehensive and costly operation of the entire Park. He does instruct, control, motivate and supervise the entire in-house staff of the park, delegation of the operational work to each employee based on technical and job descriptions of each one.

The operations’ manager does know and interpret all philosophy, policy of PITT marketing strategy and business plan and also the procedures established by the owners (Timis County Council) and the general management of ADETIM (ADETIM General Manager), suggesting changes and reporting contradictions whenever they happened. The operations’ manager is involved in the change and development of the park without taking sole decisions.

The key duty is the day-to-day operation of the park under strict quality control and management with a modern leadership and delegation scheme, which leads to the achievement of the objectives established for a well running and development of PITT.
Key Accountabilities:

· leadership and management-by-objectives: motivation and co-ordination of all the PITT staff

· ensuring the service defined and wishful for the clients

· to project the proper solution to the investor’s requests and sustain them for the General Management and the Park’ s owner approval.

· reception and familiarisation of visitors regarding all park facilities

· supervision of subcontracted service providers, contract and incident monitoring

· controlling and improving the quality and economy of the park’s operation

· tight monitoring of suggestions, claims and inquiries allowing business development

· daily and monthly management-information about purchases, sales and financial operations, including the renting, concession and running of PITT
Selection Criteria:

Personal Characteristics:

· Personality and Integrity 

· High level of transparency and responsibility

· Attention to the details
· Good communication skills and trouble shooter (to resolve the conflicts)
· Open-minded and talent to listen & understand, self-motivated, team working spirit
· Stress  resistance


Qualifications:

	Criterion
	Parameter

	University degree
	in management or economics and post-university management studies 

	Necessary abilities
	Advanced computer application skills MS-literacy (word, excel, access)

Advanced knowledge of the English language

	Desirable abilities
	Analyse and synthesis capacity 


Experience:

Minimum 3 years project management experience or another collateral domain (company management or similar organizations).

Competence/ authority limits :
	Recommendable
	To whom
	When / applied situation
	Frequency

	Recommendation regarding the management and administration activity in PITT 
	Executive manager ADETIM
	Working meetings, plans and activity reports, memo; when necessary
	When necessary


	Decisions to be taken
	When / applied situation
	Procedure to make decision
	Frequency

	Decision regarding the operative management  in PITT
	According to the legal procedures
According to the procedures and internal standards
	According to the competence limits;
Consultancy with the Executive Manager ADETIM
	When necessary


	Signed documents
	To whom
	Frequency

	Documents referring to PITT 
	Executive manager ADETIM
	When necessary


Working / environment conditions :
	Working hours
	8 hours / day,  5 days / week, with the prolonged possibility (extend duration)

	Working conditions
	Individual office including all the necessary equipment (current facilities)

	Working environment
	90% at the office, the rest in delegation

	Mental and physical effort
	High mental effort and low physical effort

	Other  discomfort sources 
	No 


Equipment :
Specific equipment general functioning at  PITT and ADETIM.
Job requirements dotation : PC, Printer, Fax, telephone and cell phone, general and specific software licence.
Access to the data processing CJT – ADETIM system.

Access to the department’ s car, according to the internal planning standardization
Approved :






Date:


ADETIM Executive Manager
