
 
 
 

 

TITLE:   Associate Manager, Operations 

REPORTS TO:  Director of Operations 

LOCATED: ICP New York Office 

FLSA:   Non-Exempt 
 

JOB OVERVIEW: This position is responsible for managing all sales orders, item set up and inventory movements 
on behalf of the International Cosmetics & Perfumes (ICP) brands, currently – The House of Creed. This person will 
serve as the lead order processor/ inventory control lead and plays a key role in developing and managing the 
operation processes as it relates to; procurement, warehouse (3PL primarily) and supply chain while maintaining a 
continuous flow of products in support of the business goals. This position will also promote and maintain the 
intrinsic company culture that fosters the firm’s core values of: Transparency, Responsibility, Accountability and 
Communication. 

This role is focused on the Omni and Wholesale channels; managing the order lifecycle from order entry to order 
management, overseeing the fulfilment, the EDI operations and aftersales following all the relevant processes and 
KPI’s to ensure the smooth flow of goods to Retail doors and Wholesale Customers within the region. 

CORE RESPONSIBILITIES:  
 Receive customer orders by EDI, email, or app transmission and enter order accurately into ERP (Sage 100) 

system 
 Sole point of contact between the Sales Admin team & warehouse team providing seamless communication 

to prioritize daily execution of orders based on business needs and manage the tracking through the routing 
process.   

 Coordinate with the warehouse, prioritize the orders to ensure an adequate workflow while balancing 
available resources in consideration of business priorities and targets 

 Produce accurate and detailed reporting to track retail and wholesale shipments and give visibility to key 
stakeholders (manager, wholesale, retail, finance, warehouse) 

 Monitor transit and distribution times for retail stores as well as wholesale customers to ensure the agreed 
launch date for deliveries is achieved 

 Be the key supply chain link/representative between the regional retail and wholesale teams and central 
supply chain for relevant customers 

 Manage the monthly collateral upload for all wholesale accounts 
 Coordinate Return Authorizations as required with Specialty stores, Sales Amin team, Boutiques, or VP of 

sales 
 Oversee the RTV process, making sure all the agreed steps are followed by the relevant teams (i.e. 

Communications, Stores, Retail Operations, Merchandising and Finance) 
 Direct & supervise the physical inventory process in the warehouse.  Provide proactive direction as well as in 

the moment coaching in support of an accurate & timely count. 
 Directly responsible for item set-up/maintenance, product movement and inventory accuracy in ERP 
 Manage the assembly process of finished goods with assembly house 
 Manage the intra-office supply ordering process weekly in partnership with Finance 

REQUIREMENTS: 
 Bachelors’ Degree in business related field, commercial, technical, or administration 
 3-5 years of experience in sales order administration within a supply chain company  
 Excellent knowledge of Sage 100 or comparable ERP 
 Strong MS Office skills 
 Excellent verbal and written communication skills 
 Excellent organizational skills and ability to work with a high level of accuracy and under pressure 



 Strong customer focus and an outstanding phone presence 
 Works independently with little supervision 
 Works well in a team  
 Has ability to communicate & influence on different levels within the organization 
 Innovative & strategic thinker in approach to business 
 Strong inter-departmental and inter-company relationships building 
 Excels in collaborative work and thinking 
 Full understanding of guiding a culture to a best in class environment through best practices and process 

improvement 
 Possesses strong leadership qualities and the ability to manage + motive cross-functional partners 
 Skilled at successfully organizing, prioritizing and managing multiple projects 
 Ability to work in an entrepreneurial, fast-paced environment while being adaptable to change 
 Comfortable working with a small team and willing to take on new challenges/opportunities as they arise 


