
 

Operations Manager 
Job Overview 

The Operations Manager oversees tech tickets, admin workflows, HR process requests, 
invoicing, and operational initiatives. This role verifies (for the COO) that there is the seamless 
execution of company-wide systems, enhances operational efficiency, drives continuous 
improvement, and enforces Standard Operating Procedures (SOPs). The Operations Manager 
proactively informs the COO to resolve challenges, manages task prioritization, optimizes 
workflows, and ensures team accountability. The Operations Manager researches and 
integrates new software solutions, develops SOPs, and trains team members for effective 
system utilization. 

 

Key Responsibilities 

1. Tech Ticket Management & Systems Oversight 

● Oversee and prioritize tech tickets, ensuring efficient workflow management and 
fulfillment by tech team members. 

● Track patterns in tech issues and collaborate on preventive solutions. 
● Manage GoHighLevel (GHL) workflows for accuracy and efficiency. 
● Research new software solutions, and report back to the COO for implementation 

approval, develop SOPs, and train team members. 
● Provide weekly KPI reports on operational efficiency, tech ticket resolution, project 

updates, and system performance. 

 

2. Admin & HR Process Coordination 

● Delegate and oversee administrative tasks for operational efficiency. 
● Manage HR requests, including onboarding, training, and documentation. 
● Ensure strict adherence to SOPs across admin, tech, and HR workflows. 
● Regularly review and update SOPs for accuracy and relevance. 
● Train and manage admin support staff for productivity and accountability. 

 



 
3. Invoicing Overview 

● Review and approve invoices for accuracy and budget compliance following approval 
from the department manager. 

● Document invoices consistently in financial tracking systems. 
● Communicate effectively with contractors and vendors to resolve discrepancies. 
● Provide weekly updates on invoice status, including approved, pending, and disputed 

invoices. 

 

4. Task Management & Prioritization 

● In coordination with the COO, prioritize tasks based on impact, urgency, and business 
goals, and then implement in accordance with the COO’s direction. 

● Utilize ClickUp, Slack, and GHL for task management and communication. 
● Collaborate with department heads to align on project priorities and timelines. 
● Identify workflow inefficiencies and report to the COO, and implement productivity 

solutions according to the COO. 
● Suggest system enhancements for operational efficiency in conjunction with the COO, 

implement solutions. 

 

5. Reporting & Communication Structure 

● Conduct daily check-ins and provide weekly KPI reports on operational efficiency. 
● Deliver actionable insights and improvement strategies to leadership. 
● Attend structured meetings to review key metrics and address critical gaps. 
● Establish clear communication protocols for managing expectations. 

 

6. Systems Optimization & Continuous Improvement 

● Analyze and refine operational processes for efficiency and productivity and make 
suggested improvements to the COO for final approval. 

● Following leadership approval for data-driven solutions, the Operations Manager is 
responsible for implementation for operational efficiency. 

● Develop and maintain approved SOPs for consistent implementation across teams. 
● Continuously update training materials and SOPs for operational efficiency. 



 
● Research and report back to the COO for implementation approval and integrate new 

tools to enhance productivity. 

 

Key Metrics & Success Indicators 

Tech Ticket Resolution & Systems Oversight: 

● 90% of tickets are resolved on the due date. 
● 95% uptime and optimal performance for GHL workflows. 
● 30% reduction in recurring tech issues in the first quarter measured. 

 

Admin & HR Process Coordination: 

● 95% on-time task completion with 100% accuracy. 
● 95% adherence to SOPs with quarterly updates and audits. 
● 100% timely onboarding of all new staff. 

 

Invoicing & Financial Oversight: 

● 100% accurate invoice review and approval within 48 hours. 
● 100% compliance in financial documentation and payment tracking. 

 

Task Management & Prioritization: 

● 95% on-time task completion and 90% strategic alignment. 
● 100% alignment on project priorities and timelines across departments. 

 

Reporting & Communication Structure: 

● 100% on-time delivery of weekly KPI reports. 
● 100% actionable insights provided in weekly reports. 

 



 
Systems Optimization & Continuous Improvement: 

● 20% productivity increase for the first quarter measured. 
● Quarterly updates for operational SOPs and report back to the COO. 

 

Requirements 

● 3+ years of experience in Operations or Project Management, preferably in online 
coaching, digital marketing, or service-based business. 

● Strong organizational and prioritization skills for managing multiple workflows. 
● Proactive problem-solving skills with a solution-oriented mindset. 
● Excellent communication skills for cross-departmental collaboration. 
● Experience with ClickUp and Slack for task management and communication. 
● Ability to research and implement new tools for productivity enhancement. 
● Experience in reviewing, approving, and documenting invoices. 

 

Job Type & Schedule 

● Independent Contractor position. 
● Remote role with availability Monday through Friday, 9:00 am to 6:00 pm EST. 
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