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Job Title: 
Director of Operations
Job Summary
We are seeking a hands-on Director of Operations to build, document, and continuously refine the operational backbone of ClearData AI. Working side by side with the CEO, you will define and align the company’s foundational processes—from employee onboarding and systems access to project tracking, meeting documentation, and quality standards—and consolidate them into a single, unified operating system that the whole team adheres to. This is a builder’s role: you will stand up the processes that don’t yet exist, rework the ones that do, and iterate relentlessly until the balance between structure and speed is right.
The ideal candidate is execution-obsessed, a fast learner, and highly resourceful—someone who works independently, spots missing gaps and plugs them without being asked, gets people working inside our systems, and holds a high bar for quality and follow-through. You don’t need to be the deepest expert in every tool, but you must be tech-savvy enough to understand the nuances of our stack—or know exactly which expert to delegate to. Above all, you ensure minimum coverage of the foundational processes is always in place while you continue to optimize the rest.

Key Responsibilities
Process Design, Alignment & Continuous Improvement
Foundational Process Creation:
Build the company’s core operating processes from the ground up, ensuring a minimum viable coverage of foundational workflows is in place before optimizing for refinement.
Reworking Existing Processes:
Audit, refine, and re-engineer processes that already exist—closing gaps, removing redundancy, and raising the standard so every workflow earns its place.
CEO Alignment:
Partner directly with the CEO to define, prioritize, and ratify operating processes, ensuring they reflect company strategy and direction before they are rolled out to the team.
Unified Operating System:
Consolidate disparate, ad-hoc workflows into one coherent, documented system that the entire team understands and follows—and continuously rework it until the balance between rigor and agility is right.
Onboarding & Systems Access
Employee Onboarding:
Own the end-to-end onboarding experience for new employees—from offer to fully productive—with repeatable checklists, documentation, and a playbook that scales as the company grows.



Systems Provisioning & Access:
Set up and manage access to core systems, including OneDrive, Google Drive, Google Meet, and scheduling tools, ensuring the right people have the right access at the right time, with access removed cleanly on offboarding.
Tooling Enablement & Adoption:
Get people working inside our systems—training, documenting, and supporting adoption so the whole team operates consistently rather than inventing their own methods.
Project, Task & Workflow Management
Trello Mastery:
Serve as the master administrator of the Trello system—board architecture, automations, labeling conventions, and ongoing hygiene—so it remains the single source of truth for work in progress.
Project & Task Management:
Plan, track, and drive projects and tasks across teams, maintaining clear visibility into status, ownership, priorities, and deadlines.
Blocker Removal:
Proactively identify and clear blockers for team members, escalating where needed and following through so work keeps moving and people stay unblocked.
Documentation & Knowledge Management
Meeting Transcript Organization:
Capture, organize, and file transcripts and notes from key client and investor calls into an accessible, well-structured, and searchable system.
Process Documentation:
Maintain living documentation for every process so the operating system is transferable and auditable—never locked inside one person’s head.
Quality & Standards
Quality Standards:
Define, document, and enforce quality standards across operations; hold the bar for consistency, accuracy, and follow-through.
Execution & Accountability:
Operate with an execution mindset—turning decisions into shipped, repeatable systems—and treat the company’s operating model as a product that is continuously measured and improved.
Systems & Tools Scope
Collaboration & Storage:
Microsoft OneDrive, Google Drive, and the broader Google Workspace / Microsoft 365 productivity suites.
Meetings & Scheduling:
Google Meet, calendar and scheduling tools, and meeting transcription / note-capture tools.
Project & Task Management:
Trello (primary system to be mastered), plus task and workflow tracking conventions across teams.
Documentation & Knowledge:
Shared drives and structured repositories for processes, onboarding playbooks, and meeting transcripts.

Additional internal systems will be learned as needed; deep technical nuances may be handled directly or delegated to the relevant subject-matter expert.
Required Qualifications
Core Competencies
Execution Mindset:
A demonstrated bias toward action—you finish what you start and turn ambiguity into clean, repeatable systems.
Process Builder:
Proven ability to design, document, and continuously improve operating processes in a fast-moving environment.
Self-Direction & Initiative:
Works independently with minimal oversight, takes the initiative to plug missing gaps, and anticipates needs before they become problems.
Organization & Task Orientation:
Exceptionally organized and detail-oriented, with strong instincts for prioritization and follow-through.
Tech Savvy:
Comfortable learning and operating SaaS tools quickly; able to understand the nuances of our systems—or identify and delegate to the right expert when depth is required.
Professional Experience
Experience in operations, project management, chief of staff, or a similar role responsible for how a team executes day to day.
Proven track record of standing up new processes and improving existing ones in a startup or fast-paced environment.
Hands-on experience administering project-management tools (Trello or equivalent) and core productivity suites (Google Workspace and/or Microsoft 365).
Experience owning employee onboarding and managing systems access and permissions.
Preferred Attributes
Fast learner who ramps quickly on unfamiliar tools, systems, and domains.
Strong ownership and resourcefulness—comfortable operating with ambiguity and incomplete information.
Excellent verbal and written communication for documenting processes and coordinating across multi-disciplinary teams.
Calm, dependable presence who removes friction for others and keeps work moving.
Able to balance the structure of solid processes with the agility a growing company requires.
Passion for continuous improvement—never satisfied that the operating system is “finished.”







Education
Bachelor’s degree in Business, Operations, Management, or a related field (or equivalent practical experience).
This role is ideal for a builder who thrives on turning chaos into clean, repeatable systems. If you take pride in being the person who makes everything run—removing blockers, raising the bar, and getting the whole team operating inside one unified system—while keeping a relentless focus on execution and quality, we encourage you to apply.
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