
 
 
 
 
 

 
 
 

JOB TITLE:  Director of Operations (DOS) 
 
JOB SUMMARY: The DOS will be responsible in managing the daily activities in the office and 

onsite by overseeing the Operations and Warehouse departments as well our full 
time and contract supervisors.   

 
REPORTS TO:  Daisy Aldaba, Managing Director 
 
DEPARTMENT:  Operations  
___________________________________________________________________________ 
 
JOB DESCRIPTION 
 
Operations 

 Monitoring our day-to-day operational office and onsite systems/procedures  
 Ensuring all staff that fall under the Operations Department are supported and have all proper 

tools to meet deadlines in an efficient and timely manner to ensure success at our events 
 Post event debrief and review with team 
 Assisting with creating Load Lists for various events as needed, as well as onsite shortlists 
 Collaborating with departmental managers to create and develop Standard Operational 

Procedures, as well provide constructive feedback 
 Overseeing weekly operational meetings, inventory control, truck scheduling, warehouse 

management, and subcontract staff fulfillment  
 Training of the Junior Supervisors in all duties including all company policies 
 Liaise with various internal departments including Operations, Sales, Design, Accounting, and 

Management 
 Demonstrate and maintain understanding of all products and service offered 
 Create purchase orders, review invoices 
 Updating proposal, work orders, as well event schedule as needed 
 Oversee customer support processes and organize them to enhance customer satisfaction 
 Communicating with event venue staff to ensure a smooth operational and logistical event for 

our client as well partners if needed 
 
Union Collective Agreement 

 Assisting with scheduling labour workers on a daily basis as needed 
 Participating in union collective agreement negotiations as needed 

 
EXPECTATIONS 
 

 Exceptional communication skills, both written and verbal 
 Professional and strong business ethics; solidifying effectiveness and efficiency with the team 
 Ensure harmonious work environment 
 Effective team leader 
 Analyze operational efficiency 
 Abide by all Rules & Regulations in the Employee Policy Manuals 
 Submitting weekly reports to Management  


