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Operations Associate
Proven Winners, Inc.
	Department
	Production

	Reports To
	Operations Manager, Production Supervisors

	Classification
	Full Time, Year-Round, Non-Exempt

	Location
	Pembroke, New Hampshire

	Schedule / Travel
	Monday - Friday, standard business hours, occasional overtime.


JOB SUMMARY
Assist in creating an efficient production process, helping team members accomplish daily tasks occurring within the production greenhouse, warehouse, and other company grounds. 
ESSENTIAL FUNCTIONS
1. Conduct weekly verification of production crew members attendance
2. Perform daily verification of product information: units produced, location, etc. 
3. Review and communicate scheduled activities.
4. Review and communicate production bonus reports.
5. Work closely with all levels of production and interfacing departments (Human Resources, Inventory Control, Growers, Shipping). 
6. Notify appropriate departments regarding scanning, locations, posting verification and bonus reporting. 
7. Complete all other tasks assigned to support the production and shipping team. 
REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES
· Demonstrate the ability to maintain a positive and cooperative attitude with all fellow employees and across all departments while promoting positive morale by working effectively as a team member.
· Demonstrate the ability to work independently and accomplish objectives with minimal supervision after training.
· Demonstrate the ability to follow instructions and cooperate with other team members.
· Be proactive and ask questions when uncertainty arises, to clarify tasks and receive clearer directions.
· Return all tools to their proper place at the end of the task or workday and maintain a clean work area.
· Communicate effectively with supervisor daily regarding task progress. 
· Accurately use the time clock to change jobs.
· Demonstrates exemplary organizational skills; ability to perform a daily walk-around to create and then follow a daily task list.
CORE VALUES:
· Collaborating as One Team, One Proven Winners: Our future success is rooted in how well we work together—as one team, who is accountable to each other. Open, transparent, and direct communication remain central to our culture. We value the diverse strengths and perspectives each person brings and are committed to fostering a collaborative, inclusive, and respectful environment where everyone feels safe to challenge and learn from each other.
· Embracing Continuous Improvement: Proven Winners was built on the belief that we could always offer something better. This mindset continues to guide us—whether improving our products, our capabilities, or how we work together. Embracing change strengthens our future and helps us continue leading the industry.
· Pursuing Excellence: From superior plant genetics to building the most trusted brand in horticulture, excellence has always defined Proven Winners. We hold ourselves to high standards across product development, customer service, operations, and internal processes. By striving for excellence in everything we do, we continue to deliver exceptional value to our customers, partners, and one another.
· Doing the Right Thing: Our brand is all about trust. We make ethical, transparent, and well-intentioned decisions, even when the outcome is difficult. We honor our commitments and rely on one another to act with integrity. Together, we uphold this value by caring for one another and the communities that we serve.
· Prioritizing Safety: We prioritize the safety of our employees above all else. Our approach is proactive and prevention-focused, ensuring we maintain safe facilities, provide proper training, and empower every employee to prioritize safety in their daily work

EDUCATION AND EXPERIENCE REQUIREMENTS
· High School Diploma is preferred, not required. 
· 2-3 years working within a Production or Shipping environment preferred.
· ERP Software experience.
· Familiarity with Microsoft Office Suite.
· Greenhouse or horticulture experience preferred, not required. 

PHYSICAL ASPECTS
· Repeated bending, pulling and lifting are required.
· Bulk of job is spent standing or walking, sitting, bending to the ground or reaching overhead.  You may have to pull carts on 4 wheels castors weighing over 200 lbs.
· Lifting a minimum of 25 lbs.
· Employee will be exposed to the sun and/or high intensity lights. 
· Employee may be exposed to temperatures that can be 10-20 degrees above the outside temperature seasonally.
· Employees may work in a wet environment where clothes and footwear can become saturated.

WORK ENVIRONMENT
Greenhouse, warehouse and outdoor work settings. Peak season periods may require increased hours, responsiveness and flexibility. Reasonable accommodation may be made for individuals with disabilities to perform the essential functions.
NOTE
This job description does not exclude responsibilities not specifically stated, but that are apparent, related, or may develop in the normal course of duty.
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