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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



Vice President of Operations (Non-manufacturing)

	Job Title:
	Vice President of Operations

(Non-manufacturing)
	FLSA Status:
	

	Department:
	
	Reports To:
	President

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

This position serves as Vice President of Operations. Responsibilities include recruitment, ensuring quality service, and meeting budgetary controls with maximum profitability.  These goals are directly in support of corporate policies, goals, and objectives established jointly with the Chief Executive Officer, senior staff, and the Board of Directors.

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. Guides and provides direction in the management and development of the growth and promotion of the organization's products and services.

2. Develops the short term and long range strategies, plans, and budgets based on corporate goals and growth objectives.

3. Shares responsibility with the President for company marketing, insurance, and provider relations for the design of programs and operations.

4. Establishes, with the senior management team, potential markets appropriate for development.

5. Ensures the profitability of operations through adherence to budgetary controls and management of the facilities.

6. Monitors the costing of insurance applications relative to capitation and group programs.

7. Directs the recruitment staff, providing training to ensure compliance with quality standards.

8. Maintains a sound plan of corporate organization establishing policies to ensure adequate management development and to provide for capable management succession.

9. Develops and installs procedures and controls to promote communication and adequate information flow.

10. Establishes operating policies consistent with the President's broad policies and objectives and ensures their execution.

11. Evaluates the results of overall operations regularly and systematically and reports these results to the President and senior management team.

12. Ensures that the responsibilities, authorities, and accountability of all direct subordinates are well defined and understood.

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 bachelor’s degree and ten to fifteen years of progressively responsible related experience; or twenty to twenty-five years of progressively responsible related experience; or a combination of education and experience.

Language Skills

Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and legal documents. Ability to respond to common inquiries or complaints from regulatory agencies, or members of the business community. Ability to write articles for publication that conform to prescribed style and format. Ability to effectively present information to top management, public groups, and/or boards of directors.

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 or diagram form and deal with several abstract and concrete variables.
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. 
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