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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


From the MRA Resource Center


Chief Executive Officer (CEO)

	Job Title:
	Chief Executive Officer
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Manages and directs the organization toward its primary objectives, based on profit and return on capital, by performing the following duties personally or through subordinate managers.

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. Establishes current and long range objectives, plans, and policies, subject to approval by the Board of Directors.

2. Dispenses advice, guidance, direction and authorization to carry out major plans and procedures, consistent with established policies and Board approval.

3. Oversees the adequacy and soundness of the organization’s financial structure.

4. Reviews operating results of the organization, compares them to established objectives, and takes steps to ensure that appropriate measures are taken to correct unsatisfactory results.

5. Plans and directs all investigations and negotiations pertaining to mergers, joint ventures, the acquisition of businesses, or the sale of major assets with approval of the Board of Directors.

6. Establishes and maintains an effective system of communications throughout the organization.

7. Represents the organization with major customers, shareholders, the financial community and the public.

	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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