
Operation Coordinator 



IBS Group is a fast-growing business technology company 
operating in the Dutch Caribbean, USA, Latin and Central 
America that is changing the face of business technology. 
We offer a wide range of the most innovative business 
technology products and solutions with the main focus on 
turnkey installations, factory warranty support, onsite 
service, technical support

Who Are We?

For our Aruba-based operation, IBS is looking for an 
outgoing and highly organized Operation Coordinator to 
assist with the management of the daily business 
activities and administrative tasks. 

The Operations Coordinator gets things done, is reliable, is 
result-driven, is an exceedingly good communicator and 
relationship keeper, works tightly organized, is able to 
work cross-functionally, can work independently, is 
service driven, and definitely doesn’t have a 9-5 
mentality. Most of all ready to work in a dynamic hi-
paced fast-growing technology environment.

Who Are We Looking For?

Authorized Distributor and Service Center



Principal responsibility and duties

 Assisting the management team with daily operational activities.
 Performing clerical tasks, such as preparing documents, making travel 

arrangements, scheduling meetings, keeping minutes during meetings, etc.
 Handling different human resources tasks.
 Managing office supplies, inventory, and the maintenance of office equipment.
 Managing internal and external stakeholder relations.
 Communication with suppliers and assisting with purchasing.
 Making sure all warranty processes are being handled accordingly.
 Assist in planning and organizing conferences, events, staff training, and 

employee engagement activities.
 Maintain contact with and supervise dispatch activities to ensure the 

assignments, issues, and ongoing work monitoring occurs as efficiently as 
possible.

 Develop effective relationships with the sales team, ensuring the processes 
between departments are enforced and handled efficiently. Assist in 
planning, project managing, and executing project tasks and subtasks both 
locally and internationally

 Assist in handling company accounts receivables and account payables.
 Assist finance departments with various daily tasks.
 Other responsibilities may be added at the company’s discretion.

Requirements

 Experience in office management or an administrative role.
 Strong communication skills, both written & oral.
 Strong people management skills.
 Ability to plan own time effectively with self-motivation and to work on own 

initiative, prioritizing workloads.
 Able to demonstrate a strong customer service focus, setting the expectations 

for the team.
 Numerate and literate, ability to interpret data and report outputs and actions 

accurately.
 Strong interpersonal skills, and ability to build effective working relationships.
 Ability to work as a team member, promote team spirit, and share ideas.
 Good organization and time management skills.
 The ability to remain calm under pressure and maintain high standards at all 

times.
 Good computer skills, understanding of Microsoft Office i.e. Excel, Word, etc.
 The ability to multitask, to a high standard with exceptional attention to detail.
 Experience working in a similar role would be advantageous.

Compensation:

 Competitive salary
 Bonus (based on company performance)

Growth possibilities:

 Operations Supervisory / Management
 Finance Department Positions.

The Job

Interested?  Please email your resume and application 
letter to work@ibs.group
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