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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



Vice President / General Manager
Title:


Vice President / General Manager (“specified location”)
Authority Level:
Manager

Description:


Primary responsibilities include:

· Manage and direct sales and marketing efforts of sales and marketing personnel classified as based at the “specified location.”

· Manage and direct “specific location” company compliance with all processes included in the following areas:

· 200 Order Processing, Inventory Management, Procurement, and Warranty
· 300 Shipping and Receiving, Non-conforming Materials, and Staging
· 500 Service, Assembly, and Equipment and facility maintenance
· 600 Quality, Regulatory, and Health and Safety Regulation

· 700 Financial

· 800 Administrative

· 900 Human Resources

· Coordinate company efforts with Vice President / General Managers from other “specified locations.”

· Coordinate process improvement efforts for process under the above areas of responsibility.

· Design and maintain a personnel structure relative to above listed responsibilities to ensure efficient and effective operation (see organization chart).
· Manage team members related to process responsibilities and listed as direct reports within the XYZ Company organization chart:
· Performance reviews

· Career building support

· Compensation package design and implementation

· Goal setting

· Manage inventories according to annual company goals.
· Maintain and evaluate safety program as “specific location” Safety Director.

· Advise President regarding strategic planning, assist in the preparation of strategic plans annually and on an interim basis.
· Establish strategic goals within process responsibilities.
· Champion company goals and communicate goals effectively to organization.
· Maintain relationships with suppliers and customers.
· Champion Quality/Continuous Improvement efforts.
· Develop budgets that apply to process responsibilities.
· Hiring and Firing within organization chart parameters.
Position requires regular attendance at XYZ Company during hours established by the immediate Manager.  All standard paid holidays apply per Employee Handbook.

Travel may be required. 

Attire for this position is category 2, business casual with limited work in assembly / inventory / service.  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 preferred.
· Experience with facility management.
· Experience with assembly management.
· Knowledge of basic accounting functions (gross margin determination, etc.).
· Experience with process management.
· Knowledge of general logistics principles.
· 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.
____________________________________
______________________
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