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DesiCrew Unit Manager
Job Description

As the Unit Manager, the person will have dual responsibility – one as the head of delivery of processes undertaken at the center and the other as overall in-charge of general administration of the center. Both are equally valuable to the organization as we give adequate importance to both asset creation (people, training, environment etc) and outcome (output, quality, productivity etc).

The Unit Manager will be physically located near the Center and will be responsible for the entire centre’s functioning. As the single point of contact for all crewmates at the center, he will liaison between the Chennai team and crewmates in respective center. The Unit Manager role requires the individual to be able to multi task and carry out several roles at once.  

Client Process Management 

· Understand the client expectations, and ensure the same is shared with the team.

· Build a workable process to execute the requirements

· Train the team on the required process

· Help build tool, reference manuals amongst others 

· Set measurable metrics, reporting formats and timelines 
· Be online and connected to the team and client at all times during the production hours 

· Documentation of the work flow, daily targets, attendance sheets and share the same with the clients and the team.

· Documentation of errors and suggest methods to reduce error rates 

· Audit the work at the end of the day, layout the next day's work.

· Increase/ decrease work allotted to user as per their performance.

· Handle downtime issues, and ensure production does not suffer.

· Keep the team posted about feedback received from the client.

· Escalate project related issues to the concerned points of contact, i.e client, Chennai team

· Details about the project, process, client, teams, and payment are to be kept confidential.

· Weekly review calls with the client and team

· Production reports at the end of the day and week 

· Physical meetings with the team as and when required. 

· Anything else to ensure that the project runs smoothly. The Unit Manager would be the owner of the entire process and thus responsible for the success of the processes
Human Resources & Accounts

· Maintenance of attendance, ensuring punctuality, discipline etc

· Overseeing the leave process

· Handling and organizing community events to increase branding for DesiCrew

· Maintaining all documents, and individual employee files

· Induction & orientation of new recruits

· Ensuring new recruits have work allotted to them, and that no employee at the center is left without work

· Administration of reward and recognition policy and all training initatives

· Supporting the performance appraisal process

· Addressing all issues or queries related to leave, ESI, PF.
· Ensuring paper work for all employees are up to date

· Maintaining relationship with local bodies like Panchayat, Colleges, ESI& PF officers etc

· Maintain high Employee Satisfaction & Motivation levels at the centers

· Monitoring to ensure confidentiality of company information is kept secure etc

· Submission of all infrastructure and center related expenses, bills etc on time to the center

Infrastructure

· Is responsible for maintaining all physical assets including computers

· Ensuring cleanliness at the centers, lighting, network and all other facilities are running without any issues. 
· Maintain the AMC schedules for all the assets at the center

· Prepare facility for client visits

· Ensuring safety of employees and working conditions are safe
Educational Qualifications

· Graduation must

· MBA preferred

This list is only indicative and the Unit Manager will be responsible for managing and ensuring the smooth functioning of the center.
