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Product operations looks different at almost every company, so a copy-and-paste job description rarely fits. These five templates give you a strong starting point at every level, from your first hire to the leader who builds the function.

[bookmark: _cpsnmbk0ebrv]How to use these templates
Each template below is ready to adapt: replace the [bracketed] fields with your company's details, then trim or add to the bullets so they match the real role.
Job titles vary between companies, so decide where your role sits by comparing its scope with the table below, not by title alone.
	Level
	Scope of ownership
	Suggested experience

	Product Operations Associate
	Supports a team's planning rhythm, reporting, tools, and launches, with guidance from a manager
	0–2 years

	Product Operations Manager
	Owns core processes and programs for a product area, working independently
	3–5 years

	Senior Product Operations Manager
	Leads a focus area end-to-end, sets standards, and mentors others
	6–8 years

	Director of Product Operations
	Sets the operating model across the product organization, leads a team, and advises product leadership
	9–11 years

	Head of Product Operations
	Builds and leads the function, owns the product operating system, and partners with the executive team
	12+ years



[bookmark: _1yxtcf7s2y7x]Choose your focus area
Product operations roles tend to lean toward one of a few specialties, and the right one depends on where your product teams feel the most pain. Pick the row that fits, then paste its responsibility into the "What you'll be doing" list of any template below.
	Focus area
	Choose it when
	Swap-responsibility

	Data and insights
	Supports a team's planning rhythm, reporting, tools, and launches, with guidance from a manager
	Build and maintain the dashboards and reporting that give product teams one trusted view of performance, and work with data teams to close gaps in access.

	Launch readiness
	Owns core processes and programs for a product area, working independently
	Define launch readiness standards with engineering, support, sales, legal, and operations, and track each launch from kickoff through post-launch review.

	Customer voice
	Leads a focus area end-to-end, sets standards, and mentors others
	Bring feedback from support, sales, and research into one place, spot recurring themes, and turn them into clear opportunities for product teams.




Not sure which focus you need? Ask your product managers where they lose the most time and start there. If you're hiring your first product operations person, keep the focus broad. Early hires often need to work across several areas and pick up new ones quickly.
[bookmark: _rchtgup4a1lp]

[bookmark: _olhkwa1liq8w]Product Operations Associate
Job title: Product Operations Associate
Location: [location or remote policy]
Reports to: [Product Operations Manager, Director of Product Operations, or Head of Product]
You'll help the product team at [Company] spend less time on process and more time on customers. As a Product Operations Associate, you'll support the planning rhythms, tools, reporting, and launch work that keep [product area or product organization] running smoothly, and you'll learn how a product operating model fits together with guidance from a manager and a team that wants you to succeed. We're looking for someone curious about how products get built and launched, organized enough to keep many small moving parts on track, and keen to build a career in product operations.
What you'll be doing
· Support the product team's operating rhythm by preparing agendas, tracking action items, and keeping planning and review meetings on schedule. This is how you'll learn how decisions move from idea to delivery.
· Maintain product documentation such as process guides, templates, and knowledge base pages, so product managers can find what they need without asking around.
· Update dashboards and recurring reports with data from [analytics and workflow tools], and flag anything that looks off. Your work gives product managers and leaders a reliable picture of progress.
· Help administer the product tool stack, including [workflow management, roadmapping, and collaboration tools], by managing access, keeping data tidy, and answering how-to questions from colleagues.
· Support feature rollouts by tracking launch tasks, coordinating with marketing, sales, support, and engineering colleagues, and collecting early feedback and results afterward.
· Gather and organize feedback from [support tickets, sales calls, surveys, or research], and summarize recurring themes for the product team.
· Spot small, repeatable tasks that could be simplified or automated, and suggest improvements, starting with the ones that would save your colleagues the most time.
· Use AI tools such as [AI tools] to speed up note-taking, summaries, reporting, and simple automations, and check every output for accuracy before it's shared.
· Complete tasks on agreed timelines, ask questions early, and take on extra projects when the team needs a hand.
A little about you
· You have a bachelor's degree or equivalent practical experience, plus [0–2 years] in product operations, program or project coordination, business operations, analytics, or a related area. Internships, freelance work, and academic projects all count.
· You're curious about how technology products are built, launched, and improved, and you're keen to learn the craft of product operations.
· You're organized, reliable, and comfortable keeping track of many small tasks at once. Please share an example of a process you've improved or documented.
· You're comfortable with data. You use spreadsheets or [analytics tool] to spot patterns and answer practical questions, and you're keen to learn SQL or other data tools.
· You listen well and communicate clearly, in writing and in conversation.
· You're comfortable using AI tools in your daily work. You know how to write a clear prompt, you verify facts and sources instead of taking output at face value, and you understand why confidential or customer data shouldn't go into tools that aren't approved by [Company].
· You collaborate well, ask for feedback, and use it to improve.
· Experience with automation tools such as [Zapier or another no-code tool] or basic SQL is a plus.
· A Product-Led Alliance product operations certification is a plus.
About [Company]
[Two to three sentences on your mission, team, and culture.]
[Compensation range, benefits, and location details.]
[Equal opportunity employment statement.]
[bookmark: _e9cv8kwrvpvm]

[bookmark: _ykej4n7nccwm]Product Operations Manager
Job title: Product Operations Manager
Location: [location or remote policy]
Reports to: [Senior Product Operations Manager, Director of Product Operations, or Head of Product]
As a Product Operations Manager at [Company], you'll own the processes and programs that help [product area] ship with less friction. You'll work with product managers, engineers, designers, and go-to-market teams to turn messy workflows into repeatable systems, and you'll make sure the people building the product have the data, tools, and clarity they need. This role sits between strategy and execution, so your work shapes how well teams plan, decide, and launch together. We're looking for someone who's confident working independently, listens closely to find the real problem, and enjoys building solutions that people actually adopt.
What you'll be doing
· Own one or more core processes for [product area], such as quarterly planning, roadmap reviews, goal tracking, or release coordination. Document them clearly and improve them based on what teams tell you.
· Partner with product managers to find where they lose time, then prioritize, test, and roll out fixes. Start with small wins that build trust, and turn the ones that work into standard practice.
· Manage the day-to-day health of the product tool stack, including [workflow management, roadmapping, analytics, and feedback tools], by handling configuration, integrations, access, and adoption.
· Build and maintain dashboards and reports that show progress against goals, using data from [analytics and data tools], and present insights to product leaders in a way that supports decisions.
· Coordinate alignment between product, engineering, design, marketing, sales, and customer success, so each team knows what's coming, what's changing, and what's needed from them.
· Plan and run launch readiness for [feature set or product], including checklists, internal enablement, and post-launch reviews, so customers and colleagues get the same clear picture on the same day.
· Collect and prioritize customer and stakeholder feedback from [feedback sources], and turn recurring themes into clear inputs for the roadmap.
· Onboard new product managers and teams to the product operating model with simple guides, templates, and short training sessions.
· Measure whether your work is helping. Track measures such as product team satisfaction, time to ship, and process adoption, and share what you learn with your manager.
· Use AI tools such as [AI tools] to automate reporting, summarize feedback, and draft documentation. You'll build repeatable AI-assisted workflows and hold the work to a high standard for accuracy and data privacy.
A little about you
· You have [3–5 years] of experience in product operations or a closely related role such as program management, business operations, product management, or strategy and operations. Experience in [industry, B2B SaaS, or product type] is a plus.
· You've owned a process or program from first idea through adoption, and you can describe what worked, what didn't, and what you'd change.
· You ask good questions and listen closely to find the real problem before you propose a solution.
· You're comfortable with data. You use spreadsheets, [analytics tool], and ideally SQL to evaluate results and turn findings into recommendations.
· You've administered or configured tools such as [workflow management or roadmapping tools] and know how to help people adopt them.
· You communicate clearly with technical and non-technical colleagues, and you can explain why a process change helps the people it affects.
· You use AI tools regularly and thoughtfully. You can show examples of how they improved your speed or quality, you know their limits, and you follow [Company]'s guidelines for data privacy and responsible use.
· You manage your own priorities and stay steady when requests arrive from many directions.
· You share credit generously and build trust through small, reliable wins.
· A Product-Led Alliance product operations certification is a plus.
About [Company]
[Two to three sentences on your mission, team, and culture.]
[Compensation range, benefits, and location details.]
[Equal opportunity employment statement.]
[bookmark: _y70vlvsojf63]Senior Product Operations Manager
Job title: Senior Product Operations Manager
Location: [location or remote policy]
Reports to: [Director of Product Operations, Head of Product Operations, or Head of Product]
As a Senior Product Operations Manager at [Company], you'll lead [focus area, such as planning, launch readiness, or product data] and set the standard for how our product teams work together. You'll plan a full year of operating improvements, align product, engineering, and go-to-market partners behind them, and help other product operations team members grow. This role matters because the way our teams plan, decide, and launch directly affects [speed to market, product quality, retention, or another business outcome]. We're looking for an experienced product operations professional who leads through expertise and trust, and who's equally comfortable shaping the operating model and building the systems that bring it to life.
What you'll be doing
· Create and carry out a 12-month operations roadmap for [focus area], with clear goals, priorities, and measures of success. A shared plan helps product teams see what's coming and why it matters.
· Lead the operating rhythm for [product area or product organization], including planning cycles, roadmap governance, and cross-team dependency management, and keep it light enough that teams want to use it.
· Define and refine the processes, templates, and standards that product teams follow, with input from the people who use them. Retire anything that no longer earns its place.
· Partner with leaders in product, engineering, design, data, marketing, sales, and customer success to align on shared goals and close the gaps between strategy and execution.
· Own launch readiness standards, working with engineering, support, legal, and operations leaders so launches reach customers and internal teams smoothly.
· Establish measures for the health of the product operating model, such as product team satisfaction, cycle time, and process adoption, and report progress to leadership.
· Build feedback loops that bring customer, sales, and support insights into product decisions on a regular schedule.
· Evaluate and select tools, integrations, and automation for the product stack, and lead adoption so the tools support teams rather than slow them down.
· Mentor Associates and Managers, review their work, and help them build their skills. [If applicable: Manage a team of [number].]
· Evaluate AI-enabled tools and workflows, then put the best ones into practice for reporting, feedback analysis, documentation, and planning support. Set clear quality and review standards, so AI-assisted work stays accurate and secure.
· Present progress, risks, and recommendations to product leadership, using data to explain what's working and what to change next.
A little about you
· You have [6–8 years] of experience in product operations or a closely related field, including leading programs that cross several teams. Experience in [industry or B2B SaaS] is a plus.
· You've independently designed and rolled out operating processes at scale and can share results, including what didn't work and what you learned.
· You think in systems and can see how a change in one part of the product development process affects the rest.
· You're skilled at influencing without formal authority, and you build trust with product managers, engineers, and executives alike.
· You're data-driven. You use analytics and research to guide decisions and to explain them to others.
· You have hands-on experience applying AI and automation to operations work, such as reporting, feedback analysis, or workflow design, and you can describe how you check quality and manage risks like inaccuracy, bias, and data privacy.
· You focus on systems that help teams collaborate and innovate, not only on coordination and tracking.
· You've mentored others and are ready to lead more formally. You give feedback that's specific and kind.
· You enjoy owning outcomes and sharing what you learn with the broader team.
· A Product-Led Alliance product operations certification is a plus.
About [Company]
[Two to three sentences on your mission, team, and culture.]
[Compensation range, benefits, and location details.]
[Equal opportunity employment statement.]
[bookmark: _qm1iyicv8ukr]Director of Product Operations
Job title: Director of Product Operations
Location: [location or remote policy]
Reports to: [Chief Product Officer, VP of Product, or Head of Product]
As Director of Product Operations at [Company], you'll lead the function that makes it easier for every product team to do its best work. You'll set the operating model for [product organization or business unit], lead and develop a team, and advise product leadership on planning, performance, and priorities. The role matters because [Company]'s growth depends on product teams that plan well, decide quickly, and launch with confidence at scale. We're looking for a strategic, collaborative leader who can build a strong team, make the value of the function easy to see, and stay close enough to the work to keep quality high.
What you'll be doing
· Set the vision, priorities, and operating model for product operations at [Company], and align them with company strategy and product goals.
· Own the product operating system for [product organization], including planning cadence, roadmap governance, goal setting, and reporting, and adapt it as the organization grows.
· Advise the Chief Product Officer and product leadership team on how to scale the product organization, including team structure, ways of working, and where to invest next.
· Partner with leaders in engineering, design, data, marketing, sales, customer success, finance, and legal to remove friction between teams and connect product strategy to execution.
· Define how the function's impact is measured, using a mix of product team satisfaction, cross-functional collaboration, time to market, and business outcomes, and report results to executives.
· Make the scope of product operations easy to understand, including what the team owns and where it hands off to product management, program management, and data teams. Clear boundaries help partners know where to go and help your team stay focused.
· Set the strategy for the product tech stack and data foundations, and guide investment in tools, automation, and analytics.
· Strengthen customer feedback loops so insights from customers, sales, support, and research reach roadmap decisions consistently.
· Hire, coach, and develop a team of [number] product operations professionals. Set clear expectations, give regular feedback, and create growth paths at every level.
· Set the AI strategy for product operations. Decide where AI tools such as [AI tools] improve planning, reporting, feedback analysis, and workflow automation, and set guidelines for quality review, data privacy, and responsible use.
· Identify risks early, communicate them to the right stakeholders, and set ambitious but achievable targets that keep teams and leaders informed.
A little about you
· You have [9+ years] of experience in product operations, product management, program management, strategy and operations, or a related field, including [3+ years] leading teams. Experience in [industry or product type] is a plus.
· You've built or scaled a product operations function, or led comparable cross-functional operating programs, and you can show measurable results.
· You communicate clearly with executives, peers, and practitioners, and you influence decisions through evidence and storytelling.
· You think in systems and can balance consistency with the flexibility product teams need to move quickly.
· You interpret product, customer, and operational data with confidence, and you know which measures matter most at your company's stage.
· You have a track record of building and developing high-performing teams, including mentoring future leaders.
· You have practical experience leading AI and automation adoption in a product or operations team, including setting guardrails, measuring impact, and helping people build confidence with new tools.
· You ask for regular feedback from the teams you serve, so the function stays close to their real needs.
· You build strong relationships across the organization and encourage collaboration over competition.
· You balance big-picture thinking with attention to detail.
· A Product-Led Alliance product operations certification is a plus.
About [Company]
[Two to three sentences on your mission, team, and culture.]
[Compensation range, bonus or equity details, benefits, and location.]
[Equal opportunity employment statement.]
[bookmark: _gylxh3vxxxw6]Head of Product Operations
Job title: Head of Product Operations
Location: [location or remote policy]
Reports to: [Chief Product Officer, Chief Operating Officer, or Chief Executive Officer]
As Head of Product Operations at [Company], you'll build and lead the function that connects product strategy to day-to-day execution across the organization. You'll own the product operating system, partner with the executive team on how the product organization scales, and make sure every product team has the systems, data, and clarity it needs to deliver. This role matters because [Company] is [scaling, entering new markets, launching new product lines, or another growth moment], and how our product teams operate will shape how well we deliver on it. We're looking for a seasoned, hands-on leader who can turn ambiguity into structure without adding unnecessary bureaucracy.
What you'll be doing
· Build and lead the product operations function at [Company], setting its mission, structure, and priorities, and growing it from [current state] to [target state] over time.
· Own the end-to-end product operating system, including roadmap governance, planning cycles, goal setting, performance reporting, and launch readiness. Keep it simple enough that teams choose to follow it.
· Partner with the Chief Product Officer and executive team to align product strategy, company goals, and resourcing, and bring clear data to leadership discussions.
· Work with finance and people teams on planning for headcount, budget, and capacity across the product portfolio. [If applicable]
· Define launch readiness standards across engineering, operations, legal, support, and commercial teams, so new products and features move smoothly into everyday operations.
· Set up scalable ways to collect and act on insights from customers, field teams, support, and sales, and turn recurring issues into clear product opportunities.
· Define the measures of success for the function and for the product operating model, and report results to executives on a regular schedule.
· Decide how the function is structured as it grows, whether centralized, embedded, or a hybrid, and which focus areas to hire for next, such as process, data, launch readiness, and customer insight.
· Set the strategy for tools, data, and automation across the product organization, and make build, buy, and integrate decisions with engineering and IT.
· Lead AI strategy for the product operating model. Decide where AI tools such as [AI tools] improve planning, reporting, feedback analysis, and workflow automation, and set clear standards for quality review, data privacy, and responsible use.
· Hire, coach, and develop leaders and practitioners, and build a culture where product operations is seen as a force multiplier for product teams.
· Make the value of the function visible by telling clear, data-backed stories about its impact, so the rest of the company understands what product operations does and why it matters.
A little about you
· You have [12+ years] of experience in product operations, product management, program management, strategy and operations, or a related leadership role, including [5+ years] leading teams. Experience building a product operations function at a [high-growth technology company or industry] is a plus.
· You've set up or scaled a product operating model and can share measurable results, including what you'd do differently.
· You have a strong understanding of modern product development practices, product organization design, and software delivery.
· You turn ambiguity into structure without slowing teams down.
· You communicate and influence at the executive level, and you can explain complex operating decisions in plain language.
· You're comfortable with data. You know which measures matter for a product organization at each stage of growth, and you can tie them to business outcomes.
· You have experience leading AI and automation adoption across a team or function, including setting guardrails, measuring impact, and helping people build confidence with new tools.
· You have a track record of building high-performing teams and developing future leaders.
· You build trust across the organization and stay curious about what product teams, customers, and partners need.
· A Product-Led Alliance product operations certification is a plus.
About [Company]
[Two to three sentences on your mission, team, and culture.]
[Compensation range, bonus or equity details, benefits, and location.]
[Equal opportunity employment statement.]
[bookmark: _1dirf1i2axhn]Job description dos and don'ts
A few habits make these templates work better as you adapt them.
Do
· Keep the job title accurate and to the point. Product operations titles vary widely between companies, so candidates should know from the title and opening paragraph what the role covers.
· Open with a short, engaging paragraph that explains what the role is and why it matters to the company.
· Start with your team's real pain points. Ask your product managers and leaders where they lose time, then write the role around those problems.
· Be specific about scope. Unclear roles and responsibilities are the most common challenge for product operations practitioners, cited by 29% of respondents in the State of Product Operations Report 2025, so say what the role owns and where it hands off to product management, program management, and data teams.
· Match the level to the real scope of the work. Use the table at the top to check that responsibilities, ownership, and experience fit the title.
· Name the AI tools and uses that are real in your team today, and say how you expect people to check and disclose AI-assisted work.
· Include the compensation range where you can. Many US states and cities now require it, so confirm what applies to your location.
· Plan the first 90 days before you post the role. The product ops 30-60-90 day checklist gives your new hire a clear path to follow from day one.
Don't
· Ask for a specific personality type. Wording like "thrives in chaos" can put off skilled people who prefer structure but would do the job well.
· Turn the role into a catch-all. Product operations can easily absorb every ad hoc request, so list what the role owns and what it doesn't.
· List responsibilities without explaining why they matter. Candidates should see how the role contributes to business goals.
· Use biased or gender-coded language. Words like "ninja," "rockstar," "aggressive," or "dominant" can deter qualified applicants, so review your wording before you post.
· Treat years of experience as a hard filter. Strong product operations professionals often come from product management, program management, consulting, analytics, or business operations.
· Require expertise in a specific tool when the underlying skill matters more. Workflow design, data judgment, and the ability to help teams adopt new ways of working will outlast any one product.
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