
 

 

 
Chef Works Position Description 

 
 
Position Title:  Operations Support Services Manager 
Reports to:  VP, Global Supply Chain 
Created:  May 2021 
Position Code:  OP1003 
FLSE:   Exempt 
 

Overall:  Planning / coordination / management of all operations services, to include:  Embroidery, Embroidery 
and Outside Services Value Chain, and Alterations, in conjunction with order fulfillment/ distribution center to 
ensure standards are met or exceeded.    

1. First 90 Days (and then maintains and sustains, thereafter): 

a. Develops a thorough understanding of current Chef Works operations processes; to include 
proficiency with Sage, Warehouse Librarian, WMS and EMTRAK.  

b. Develops strong working relationships with all internal and external stakeholders based upon 
sharing of knowledge and respect. 

2. Provides production planning and scheduling for all Operations Support Services:  Embroidery, 
Alterations, Digitizing Screen Printing. 

3. Manage and evaluate available resources to ensure productivity and minimal downtime.   

a. Continually reviews internal and external operations services processes and makes suggestions 
for improvement. Identifies production issues and works with stakeholders to affect changes / 
improvements.  

b. Communicate job expectations and monitor production performance.   

c. Work with internal / external stakeholders to establish workflow policies that enhance speed and 
efficiency without compromising product, safety and integrity.  

d. Develops appropriate KPIs to measure and monitor performance.  

4. Directly supervises the Alterations and Embroidery Value Chain.  Directly / indirectly manages outsourced 
services.    

a. Coaches and develops a competent staff to meet department objectives.  Makes 
recommendations on hiring, termination, promotion and discipline as required.   

b. Provide motivation, support and guidance to all employees.  Sets an example for all employees to 
follow.   

c. Uses the 15Five performance platform with all direct reports. 

5. Continually walks the Gemba and becomes an integral part of all operations.   

a. Please note:  This is an active, movement-focused role and does require time spent observing and 
working within all operations areas.   
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6. Continually updates knowledge of operations best practices and develops an outside network of 
resources and guides. 

7. Upholds Chef Works Core Values. 

Minimum Qualifications: 

1. High school diploma or equivalent. Associates degree or greater or equivalent in business, supply chain, 
operations, or related field, preferred. 

2. 5 or more years, progressive experience in two or more of the following:  production planning, high 
volume manufacturing, supplier management and / or embroidery operations.  Previous experience with 
process improvement is required. 

3. 2 plus years in supervisory experience with multi-cultural teams.   Proven track-record in employee 
training / development.   

4. Selected candidate must be bi-lingual – English / Spanish 
5. Strong Lean background a plus; Six Sigma Green Belt or greater preferred. 
6. Strong analytical and problem-solving skills 
7. Strong communication and organizational skills 
8. P.C. proficiency at an intermediate level to include: Outlook, Word and Excel. Experience in the use of 

database programs to include ERP / MRP systems required.  
9. Excellent organizational skills with demonstrated ability to prioritize effectively 

 
Core Competencies: 

Attention to detail 
Communications -- Oral / Written 
Analytical  
Diplomacy / tact 
Political savvy 
Conceptual ability 
Conflict management 
Customer focus 
Goal Setting 
Inspiring followership 
Integrity 
Listening 
Negotiation skills 
Organization / planning 
Problem solving 

 
 
Physical Requirements: 
Frequent lifting of 35# or less (less than 10% of the time) generally at waist level, some above/below waist, none 
above shoulders.  Occasional lifting of 10# or less (less than 10% of the time) above shoulders.  Requires standing 
of up to 60% of the time.     Frequent work in a Warehouse setting to include extreme shifts in temperature.  
Frequently sits within the embroidery and alternations operations center, with exposure to moving equipment 
and close proximity to machinery and embroidery team members.  Role may require additional hours, either 
during the work day and / or over weekends. 
 


