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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

	Job Title:     Vice President of Operations 
	
	FLSA Status:
	Exempt

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Under the direction of the President of the Division, the Vice President of Operations reviews the cost of goods sold and ensures the meeting of gross profit goals, ensures that all groups meet their performance expectations and work within their budgetary constraints, reviews procedures and ensures the groups follow those procedures, oversees the day-to-day operations of the Division, and reviews quotes by the service groups before submission to customers, in accordance with company policies and procedures.

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. Prioritize, schedule and delegate work assignments, and directly supervise the Division's day-to-day operations to ensure the meeting of gross profit goals, ensure that all groups meet their performance expectations and work within their budgetary constraints, and review procedures and ensure the groups follow those procedures.

2. Assist in the development of the short term and long range strategies, plans, and budgets based on corporate goals and growth objectives.

3. Oversee and coordinate with each group to ensure the achievement of all performance goals and objectives.

4. Review data information and to produce reports reflecting operating statistics and to make better business decisions. Evaluate the results of overall operations regularly and systematically and report these results to the President and senior management team.

5. Review projects and ensure profits are meeting expectations.

6. Interface and coordinate with other locations for the introduction of new products.

7. Coordinate with product development on new product designs, ensuring the new products are approved by all licensing agents and meet customer requirements and specifications, and are introduced successfully.

8. Coordinate with the sales function to identify and establish new business opportunities for the organization.

9. Meet with vendors to achieve cost reductions in materials.

10. Review quotes by the service groups to ensure competitive pricing while meeting profit goals.

11. Develop and implement procedures and controls to promote efficient operations of the organization and ensure the groups follow those procedures and controls.

12. Develop, recommend, and upon approval, implement the operating budgets. Manage the budgets within the budgetary constraints. Analyze and report on variances between actual and budgeted expenditures.

13. Ensure the training of new and present employees in the processes and methods required to achieve the organization’s standards for quality, quantity, and safety, consistent with the organization’s principles.

14. Ensure organizational compliance with all local, state and federal regulatory agencies. Promote affirmative action and equal employment opportunity.

15. Ensure the completion of all required paperwork, records, documents, etc.

16. Ensure compliance with all safety and work rules and regulations. Ensure the maintenance of departmental housekeeping standards.

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 with a job related major and seven to ten years of related experience; or an associate degree or two years of college and ten to fifteen years of progressively responsible related experience; or a combination of education and experience.

Language Skills

Ability to read, analyze, and interpret common business and technical journals, financial reports, and legal documents. Ability to prepare reports, budgets, memos and business correspondence. Ability to effectively communicate to top management, vendors, customers and other employees of the organization.

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.

While performing the duties of this job, the employee is regularly required to sit and talk or hear. The employee frequently is required to use hands to finger, handle, or feel. The employee is occasionally required to stand, walk, reach with hands and arms, and climb or balance. 

The employee must occasionally lift and/or move 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.

While performing the duties of this job, the employee is occasionally exposed to moving mechanical parts; high, precarious places; outside weather conditions; risk of electrical shock; and vibration. The employee frequently performs work-related travel.

The noise level in the work environment is a combination of moderate, loud and very loud.

	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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