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F 1 ND Y O UR FUTURE




Consultant/Management Analyst

JOB SUMMARY:

Conduct organizational studies and evaluations, design systems and procedures, conduct work simplifications and measurement studies, and prepare operations and procedures manuals to assist management in operating more efficiently and effectively. 

JOB TYPE:
Position could be appropriate for a part-time position, paid internship or full-time opportunity.
POSSIBLE FUNCTIONS:

1.
Gather and organize information on problems or procedures. 

2.
Analyze data gathered and develop solutions or alternative methods of proceeding. 

3.
Confer with personnel concerned to ensure successful functioning of newly implemented systems or procedures. 

4.
Develop and implement records management program for filing, protection, and retrieval of records, and assure compliance with program. 

5.
Review forms and reports and confer with management and users about format, distribution, and purpose, and to identify problems and improvements. 

6.
Interview personnel and conduct on-site observation to ascertain unit functions, work performed, and methods, equipment, and personnel used. 

7.
Document findings of study and prepare recommendations for implementation of new systems, procedures, or organizational changes. 

8.
Prepare manuals and train workers in use of new forms, reports, procedures or equipment, according to organizational policy. 

9.
Design, evaluate, recommend, and approve changes of forms and reports.

10.
Present findings and recommendations to managers affected by the focus of review. Negotiate acceptance of recommendations, and negotiate guidance for implementation of recommendations.

11.
Plan study of work problems and procedures, such as organizational change, communications, information flow, integrated production methods, inventory control, or cost analysis.

SUGGESTED EDUCATION, EXPERIENCE, AND SKILLS:

1.
Education: Bachelor’s or Master’s (for more senior positions) degree in Business, Marketing, Industrial Psychology, HR, or equivalent degree required. 

2.
Experience: Knowledge of business and management principles involved in strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and 
coordination of people and resources required.  Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction required.

3.
Skills: Excellent analytical skills, the ability to get along with a wide range of people, strong oral and written communication skills, good judgment, time-management skills, and creativity. 
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