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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Director, Strategic Initiatives
	Job Title:
	Director, Strategic Initiatives
	FLSA Status:
	

	Department:
	 
	Reports To:
	President

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Director of Strategic initiatives oversees the overall design, development, and communication of planning activities that ensure market competitiveness and organizational excellence by performing the following duties personally or through subordinate supervisors.
Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities, as management may deem necessary from time to time.
· Establishes strategic plans to achieve corporate objectives for products and services.
· Creates a planning model that supports the organization's mission and values based on an internal and external needs assessment.
· Monitors the external environment and identifies opportunities to fulfill the corporate strategy.

· Sets priorities for planning activities across all divisions and functions.

· Serves as strategic liaison for key organizational initiatives between all divisions and their customers.

· Assesses current models of business operations and develops appropriate new models as needed. 

· Researches, analyzes, and monitors financial, technological, and demographic factors to capitalize on market opportunities and minimize effects of competitive activity.

· Establishes and maintains a consistent corporate image throughout all product lines, promotional materials, and events.

· Establishes and maintains relationships with industry influencers and key community and strategic partners.

· Guides preparation of strategic activity reports and presents to executive management.

· Participates in policy development.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience

Requires a bachelor's degree from a four-year college or university with courses in marketing, human resource management or business administration plus eight to ten years progressively responsible experience; or thirteen to fifteen years progressively responsible related experience; or a combination of education and experience.  A master's degree in business administration is recommended, but not required.  Requires five years previous strategic management experience.

Language Skills

Ability to read, analyze, and interpret general business periodicals, professional journals, related reports, and governmental regulations. Ability to write reports, business correspondence, and policies and procedure manuals. Ability to effectively present information and respond to questions from groups of managers, executives and other employees of the organization. Requires good negotiation skills.

Mathematical Skills

Ability to work with mathematical concepts such as statistical inference, and regression analysis. Ability to apply concepts such as cost analysis, percentages, ratios, and proportions to practical situations.

Reasoning Ability

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical rules and documents and deal with several abstract and concrete variables.

Other Qualifications

Requires the ability to operate various office equipment to include a computer, voice mail, copier, fax, and calculator. Requires the ability to operate various software such as word processing, spreadsheets and databases. Requires a broad knowledge of employment and organization planning. Requires a good understanding of company policies and procedures and industry standards.
Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
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