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Is Olga Workforce Ready?
Operations Assistant

Meet Olga….

Olga, the new college graduate with a major in Business Administration, has been hired as an operations assistant by a LI cosmetic manufacturing company.   An operations assistant provides support and assistance to an operations manager or operations executive in planning, directing or coordinating the operations of a company or an organization. They help decide how a company's facilities should be laid out as well as formulate policies, control inventory and distribution, and create employee schedules to meet production needs. 
Required Skills

The Operations Assistant needs a broad range of skills, including a keen understanding of people and processes.  Most importantly, operations assistants must enjoy working with people-talking about projects and solving problems in teams. 
They should also possess:

· Leadership ability 

· Analytical and problem-solving skills 
· Strong interpersonal communication skills
· Strong customer service skills

· Strong computer skills (word processing and spreadsheet software) with the ability to create advanced spreadsheets
Olga must come to the rescue!
Bill, the operations manager is out sick and Olga is covering the daily operations for the day.   “Tooties” a very large, cosmetic and fragrance department store chain is one of the companies biggest clients.  “Tooties” has suffered product loss due to flooding in the California stores.  They need all their inventory replenished A.S.A.P.!  
Frank Veraldi, Vice President of Manufacturing, has asked Olga to handle this matter in Bill’s absence.  He asks Olga to send him a memo within the next thirty minutes listing all the actions she will take to successfully solve this problem.  

What are the steps Olga should take to make sure order is filled, and shipped to “Tooties” California stores on time?  Help Olga create the memo with the five or more actions she would take. 

Website Answer

Mirabelle International Cosmetics

TO:

Frank Veraldi, V. P. of Manufacturing

FROM:

Olga Peters, Operations Assistant

DATE:

April 1, 2008

SUBJECT:
Steps to Re-stock Tooties Inventory

I would perform the following steps to come to the aid of Tooties.
1. Check inventory and determine if inventory is available.  

2. If inventory is available…

a. Review production schedule and ship dates with Plant manager

b. Review available staff to complete job with Plant Manager

c. Determine if any orders that are scheduled to be filled and shipped can be rescheduled for another day without negatively effecting another customer

d. Review shipping and freight cost and carriers to come up with a quick and cost effective way to ship order

3. Follow-up with “Tooties” to let them know what can be shipped if not full order

4. Once order is shipped follow-up with “Tooties” to make sure they received

5. Document procedure taken, cost involved, impact and response from customer “Tooties” and report to operations manager upon their return

I am ready to begin the actions with your approval. 
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Global Careers





Students in Business programs with an emphasis on operations management or international business will most likely study everything from information systems, administrative theory, supply chain management, microeconomics, human resources management, finance, managerial accounting, policy, calculus, statistics, project management and management science.





Operations management is a growing and rapidly evolving area of employment being shaped by international competition. If resources, including people, money, machinery, facilities, material and information are to be used wisely, operations management personnel must be familiar with computer technology, quantitative methods, and planning and problem-solving techniques useful in analyzing business systems.











