	
	

	[image: image2.jpg]



	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



Executive Vice President, Finance Administration

	Job Title:
	Executive Vice President, Finance Administration
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Under the direction of and reporting to the company president, the Vice President - Finance and Administration directs company financial, accounting, and information technology practices and serves on the Executive Management Committee advising the company president on financial matters.
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.

1. Appraise the company financial position and oversee, direct, and prepare periodic financial statements, cash forecasts, and earnings forecasts which accurately reflect company operations.
2. Oversee and direct the development of company accounting policies.
3. Directs subordinate accounting personnel in providing and directing procedures and systems necessary to maintain proper records and to afford adequate accounting controls and services.

4. Function as a member of the Management Executive Committee and advise the company president on financial matters, as needed.

5. Cooperates with other Management Executive Committee members in coordinating expenditure programs with cash flow.

6. Direct activities relating to and prepare annual operating budget.

7. Analyze, consolidate, and direct all cost accounting procedures together with other statistical and routine reports.
8. Direct activities relating to and prepare working papers and reports concerning year-end financial and tax audits.

9. Prepare daily correspondence relating to financial matters and supervise preparation of daily cash forecast.
10. Direct activities relating to and prepare pension and benefit related reports.
11. Serve as a trustee for pension, welfare, and 401-k plans.
12. Direct the activities relating to and prepare special financial reports.

13. Direct administrative activities such as the company telephone and electronic systems, office changes, and office improvements.

14. Direct activities relating to and prepare reports concerning company insurance programs.

15. Direct management information system planning and project administration.

Marginal Duties

As directed.

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 education generally equivalent to a bachelor's degree from a four-year college or university with a major in accounting and a minimum of five years experience in manufacturing accounting.

Language Skills

Ability to read, analyze, and interpret business periodicals, financial reports, and legal documents.  Ability to respond to inquiries or complaints from customers, regulatory agencies, or members of the business community.  Ability to effectively present information and answer questions from groups of managers, executives, and other company employees.

Mathematical Skills

Ability to work with mathematical concepts such as fundamental and advanced accounting procedures and probability and descriptive statistics. Ability to apply concepts such as fractions, 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 instructions in mathematical form and deal with several abstract and concrete variables.

Other Qualifications

Requires the ability to operate a variety of office equipment.

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.

While performing the duties of this job, the employee is regularly required to sit and use hands to finger, handle, or touch objects, tools, or controls. The employee frequently is required to talk or hear. The employee is occasionally required to stand and walk. Specific vision abilities required by this job include close vision, distance vision, color vision, depth perception, and the ability to adjust focus.

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. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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