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Position Description: Operations & Facilities Manager


Job Type: Full-Time / 45+ hours per week (determined by business needs & driving time)
Salary: Base $45,000 to $60,000 /year 
Additional Compensation: Quarterly Bonus Plan
Required Approval: MUM & DOO & Operating Partner Sign-Off
[bookmark: _Hlk86833864]Reports to: Senior MUM or DOO (Primary), then Regional Multi-Unit Manager (Secondary)

Required Experience
Relevant Skills and History:
· Successful history of Guest Service, Attention to Detail, Facilities Maintenance at MLY Investments, LLC dba Freddy’s of Iowa.
· Aptitude toward Servant Leadership, mechanical efficiency and a willingness to problem-solve and learn on the go in dynamic situations.
· Has demonstrated the ability to Self-Manage, proven sufficiency in the management of their location with minimal oversight. 
· Has taken on responsibilities in addition to their current duties in order to better the MLY Franchise.
· Is clearly Organized with a proclivity for systems and structures with a commitment to the Freddy’s Way.
· Consistently favorable Operational Performance and runs effective shifts.
· Strong attention to detail and quality standards while managing time and priorities efficiently. Is known to “Sweat the Small Stuff”.
· Must be performing satisfactorily in current Senior Shift Supervisor or Assistant Manager Role, with a suitable replacement for their current position.
· Must be a prime example of the Freddy’s Culture.
· Experience Required –Senior Shift Supervisor or Assistant Manager experience: 1 year, and a background in technical skills is preferred.
Physical Requirements:
· Available a variety of hours to include evenings, nights, and weekends.
· Ability to work 45+ hours per week as business dictates (5 days scheduled in stores, 1 half-day to maintain administrative duties).
· Must be able to work a 10- to 12-hour shift while standing or walking to perform essential functions.
· Able and willing to travel and lodge in a town beyond their current residence for an extended period of time. 
· Must be able to track and report the amount of Open/Lunch, Afternoon and Dinner/Close visits per store. 
· Will be required to lift up to forty pounds during the course of a workday.
· Must be able to communicate effectively with guests and team members to ensure the safety of individuals and guest needs.
· Will require bending, stooping, and occasional use of a ladder.
· Reasonable accommodation will be made to those requiring assistance.
Benefits:
· Self-Supervised Position – create and adjust your own schedule. 
· Assist with NRO & Construction Process. 
· Vacation Pay as described in the MLY Manager Handbook, equivalent to standard Salaried Manager.
· 4-Day Workweeks when business needs allow.
Expectations for Performance
Daily Expectations for Performance:
· Dialogue with MUMs and GMs to discuss the following:
· Facilities Conditions and Projects
· Operational Excellence and Success in Store Contests 
· Complete R&M and Facilities Tasks
· R&M needs per Location
· PM needs per Location
· Cleaning Opportunities per Location if Time Allows
· Assist with Operational Excellence 
· Assist in operations when scheduled to do so
· Store Organization and Use of Systems
· Signage (Food Cost, Message Board, Best Practices, Guest Comments, etc.)
· Checklist Use & Completion (to include Cleaning Calendar, etc.)
· Administrative
· Consistent, Timely Use of Email
· Consistent, Timely Review of Invoices and Approvals
· Track Progress on Upkeep
· Update work orders
· Add work orders as needed during Store Visits
· Participation in Microsoft Teams
· Promote the Freddy’s Culture
Weekly Expectations for Performance:
· Monitor Facilities & Operational Standards
· R&M and Project Completion
· Complete Weekly OFM Report 
· Weekly Report to DOO & MUMs 
· Includes Expense Report
· Documentation of Locations Visited & Work Completed during workweek
· Detailed Gameplan of Week Ahead
· Limit to 1-2 Stores per Day, unless Emergency dictates change
· Limited to OFM “Territory” unless directed otherwise
· Facilities are 1st Priority, Operations are 2nd 
· Required Saturday or Sunday unless otherwise approved request off
· 5-Day Workweeks unless otherwise approved for 4-Day Workweeks
· Mid-week changes notified/discussed with MUMs & DOO
Operational Opportunities
· Shift Coverage & Operational Support 
· Nationwide Operational and NRO Support 
· Primary Responsibilities
· Assist with Store Setup as needed
· Complete Equipment Startup and Calibrations
· Assist Lead Trainer
· Assist with Additional Delegations as Assigned by MUM
· Contracted Work for Other Concepts
Important Considerations for OFMs
· Schedules and Project Assignment approved by MUM and DOO
· Timeline for Projects are to be determined between OFM, MUM and DOO

Best Practices & Standard Operating Procedures
Daily:
· Start Early – aim to arrive at the store by 6:00am to 7:00am to start any Upkeep, R&M or PM tasks. Look to complete any and all GPS-affected work by 11:00am.
· Admin Time – aim to begin by 11:00am and work during the lunch rush at a booth or table. This will allow for consistency in Upkeep and various admin tasks.
· Admin Day – take only if necessary, for vendor calls, contractual discussion, or as a catch-up day.
· Items for Each Store Visit:
· Drain Cleaner in Urinal
· Check HVAC Filters
· Check Walk-In Fans
· XLR8 Grill Arms
Weekly:
· Invoice Review
· Scheduling – create a schedule prioritized to address stores with items that directly affect operations. 
· Schedule Changes – 
· Avoid changing schedule, if at all possible, unless the requesting store is within 30 minutes of your current location, OR if you have not left for the day yet and can adjust travel for the week. 
· Call Jason and/or Steven to verify before leaving current location. 
· Otherwise, give go-ahead to call Vendor for said location. 
Periodic:
· Review Inspection and Preventative Maintenance Schedules
· Ice Machines
· HVACs
· Water Filters
· Custard Tuneups
· Septic Jet Cleaning
Quarterly:
· Contract Renewals as Needed
· OFM Meeting 
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