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. Operations Management:
Including human resources management, systems,
policies and procedures, reporting, and controls
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1 Develop a detailed operating plan.
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Refine and complete pre-opening checklist
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3 Provide operating standard, pelicies, and procedures.
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4. Review operating systems and reporting and provide
recommendation.
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5 Assist the client to execute an effective and efficient opening.
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6. Develop a departmental plan for cach department and
organize each- Concierge, Administration, Healthcare,
Dining services, physical plant, housekeeping, life enrichment,
transportation, marketing, sales/leasing, and outreach.
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T Establish quantitative and qualitative goals.
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8. Assist client in establishing job descriptions and hiring

guidelines and staff schedules. Assist client in establishing an
associate handbook that contains all policies for staff members.
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9. Recommend uniform and dress standards
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10. Assist in client in developing a preventative
maintenance schedule.
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11 Assist client in developing a safety and security
program including a mass evacuation plan and fire
safety plan.
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12, Assist chient in establishing vendors, purchase
specifications, inventory controls, and purchasing
controls
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13. Assist client is designing accounfing systems
and internal controls including software, and training.
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