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	Sample Job Description


This is a sample job description shared by a member and reviewed by MRA as an example based on the laws in effect at the time it was reviewed.  MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this document 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 the company's own use -- No further transmission or electronic distribution of this material is permitted. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation.
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	Sample Job Description Continued



President / Chief Executive Officer

Sample 1

Title:


President / Chief Executive Officer

Authority Level:
Manager
Description:

Primary responsibilities include:

· Facilitate/Lead strategic planning

· Set company goals

· Evaluate acquisition/merger opportunities

· Contact and prospect possible acquisition/merger candidates

· Maintain “higher level” relationships with suppliers and customers

· Develop relationships with new supplier partners

· Approve “major” capital expenditures

· Provide management support for Vice President level

· Maintain legal council

· Lead quality/continuous improvement efforts

· Maintain banking relationships

· Provide management support for specific Group Managers

· Involvement in the formation of supplier partner agreements

· Direct involvement in the enhancement of supply partner relationships

· Final say in all budgets

· Manage the Human Resource function closely

Position does not require attendance at XYZ Company’s main office during any particular period of time.  All standard paid holidays apply per Employee Handbook.  

Travel will be required.

Attire for this position is category 1, business casual.  Formal business attire will be required on occasions when customers or supply partners visit XYZ Company’s main offices or when conducting formal visits to customers or supply partners. 

Qualifications:

· High School diploma or equivalent GED from an accredited educational institution

· Bachelor’s degree in business related major from an accredited university

· Knowledge of basic accounting functions (gross margins determination, etc.)

· Business writing skills

· Ability to read and comprehend general business documents

· Ability to read and comprehend complex business documents including: contracts, product drawings, government regulations, etc.

· Knowledge of operating a personal computer and related components

· Knowledge of using Windows based programs

· Ability to work independently with little supervision

· Ability to effectively verbally communicate via phone or in person

· Ability to solve problems correctly

· Ability to effectively plan for short term and long term requirements

· Experience with ISO or QS 9001 and TQM or other quality programs preferred

· Ability to develop complete action plans and follow through upon implementation

· Ability to comprehend and adhere to all safety, quality, and company guidelines specified in the Employee Handbook, the safety policy manuals, quality procedures or any official company documents

· Ability to work effectively in a team environment

· Ability to effectively participate in and facilitate meetings

Signature







Date

Sample 2

President / Chief Executive Officer
TITLE


President, Chief Executive Officer

DEPARTMENT

Executive Management


DATE




SUMMARY DESCRIPTION
Directs the business to meet objectives of continuing, effective, and profitable operation and growth of the Company.  Establishes broad Company policy and objectives and plans for their achievement.  Leads and develops management and employee resources.  Represents the Company to customers, industry, government, civic groups, and the public as required.

DUTIES AND RESPONSIBILITIES:

1. Confers with Board members collectively and individually on matters concerning the Company’s objectives, policy plans and performance, as necessary.

2. Formulates or facilitates the development of the broad objectives, policies, and operating plans of the business (which may be subject to the approval of the Board of Directors).  Appraises and evaluates the results of overall operations, and directs operations to achieve budgeted profit results and other financial criteria and to preserve the capital funds invested in the organization.

3. Studies organization and/or operational concepts and ideas to determine appropriateness and feasibility of application to the Company (e.g. concept of self-directed work teams).

4. Directs the administration and negotiation of the bargaining unit labor agreement.

5. Assures that all Company activities and operating are carried out in compliance with local, state, and federal regulations and laws governing business operations (e.g., environmental protection laws, employment, and tax laws).

6. Consults with outside advisors/resources as may be appropriate (e.g., attorneys, CPAs, bank representatives).

7. Approves changes in any of the Company’s operating policies and reviews merit pay increase recommendations, and exceptional employee disciplinary matters.

8. Oversees management information system and function of the Data Processing Department.

SUPERVISION
Plans, schedules, and supervises the work of others.  As President, CEO, this position is responsible for directing activities of the Company by formulating policy, which enables the Company/employees to achieve corporate long term goals.  Advises and counsels all top executives.  Directly supervises and controls the position of Vice President- Operations, Vice President – Finance, Director Sales & Marketing, Director Human Resources, Director Management Information Systems and the Director Engineering.

REQUIREMENTS
Requires education and/or experience equivalent to a four-year degree in Accounting/Finance or business Administration, or a related field.  Requires ten years of executive management work experience plus five years experience in middle management and in department management. 

REQUIREMENTS:

(knowledge and skills)
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Human Resources

Date

Note:
This job description is not intended, and should not be construed, to be an exhaustive list of all responsibilities, skills, efforts or working conditions associated with this job; they are intended to be accurate reflections of principal job elements.

Sample 3

President

	Job Title:
	President
	FLSA Status:
	

	Department:
	Executive
	Reports To:
	Board of Directors

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

To manage all aspects of the organization. To ensure efficient operations and compliance with all federal and state laws and regulations. To represent in all aspects of business and operations. To assist in the training and education of the organizations career force in regards to the sale and service of securities products.

Essential Duties and Responsibilities

9. Directs the operations, compliance, licensing, marketing and administration of products offered through the subsidiary.

10. Establishes and maintains a clearing-firm relationship to offer a full range of investment services.

11. Manages all operational aspects of the broker-dealer for efficiency, accuracy and timeliness.

12. Selects and manages all product offerings of the broker-dealer.

13. Oversees the preparation and filing of all financial reports to the appropriate regulatory bodies.

14. Reports to the Board of Directors on all aspects of the organization.

15. To coordinate with appropriate Home Office departments on field training and development, marketing, compliance, accounting, human resources, legal and other administrative functions.

16. Budget preparation and the oversight of the broker dealer financials.

17. To assist and cooperate with internal auditors.

18. Coordinates reviews and regulates the workflow throughout the department.

19. Trains, motivates and develops staff. Maintains discipline, resolves problems, and determines performance, promotions, transfers or dismissals.

20. Performs other duties as requested

Knowledge and Skill

Bachelor’s degree in a business related field or more preferably an MBA. Fifteen or more years of experience.
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 frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and 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.
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