Departmental Activity Report
KPI Metrics Format

Department; Operations

Reporting Period: 01 June 2024 - 30 June 2024
Prepared by: Jane Doe

Date Prepared: 05 July 2024

1. Executive Summary

During the reporting period, the Operations department focused on streamlining workflows, improving

turnaround times, and enhancing overall efficiency. Most KPIs showed positive trends, particularly in process

optimization and customer satisfaction.

2. Key Activities Completed

Implemented new workflow automation for inventory management.
Staff training on updated standard operating procedures.
Completed quarterly equipment maintenance cycle.

Launched pilot initiative for process digitization.

3. KPI Metrics Summary

KPI Target Actual Status Remarks

(Pdr:;:;ss Turnaround Time 40 35 Met ﬁ;gfgj: r:g;(zmation contributed to
Customer Satisfaction (%) 90 92 Exceeded Positive feedback on recent changes
Inventory Error Rate (%) <2 1.8 Met Consistent accuracy over the period
Staff Training Completion (%) 100 98 Partial Few new members pending

4. Issues and Challenges

e Delays in external vendor deliveries affected certain timelines.
¢ Need for more advanced digital tools identified.
e Two open positions yet to be filled.

5. Plan for Next Period
Finalize recruitment for open roles.
Expand workflow automation to other processes.

Schedule advanced digital tool training sessions.
Pilot employee engagement feedback initiative.

Important Notes on Departmental Activity Report with KPI Metrics
¢ Align KPIs with organizational strategy and departmental objectives.

e Ensure accuracy and timeliness of reported data.

e Summarize both achievements and areas needing improvement.



e Use clear and concise language for accessibility.

¢ Highlight actionable plans for sustained performance.
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