Job Description

Chief Operating Officer

	Company Name
	

	Employee Name
	     

	Reports to: 
	President & CEO

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	


Basic Function:

Responsible for directing the daily operations of the [COMPANY]. Provide leadership and direction for the technical personnel that mirrors the adopted mission and core values of the company. Serve as a member of the senior management staff and in this capacity participate in the overall management of the [COMPANY], including short and long range planning.

Responsibilities:


1. Directs and establishes policies, procedures and programs for [COMPANY]. Recommends and executes [COMPANY] goals, objectives and strategies in consultation with the President & CEO.

2. Responsible for general financial management of the [COMPANY].

   
3. Responsible for preparing its annual budget

   
4. Spearhead the development, communication and implementation of effective growth strategies and 

processes.

5. Recommends staffing and organization levels for [COMPANY] in consultation with the President & CEO including personnel actions, performance reviews (of direct reports), and develops career planning activities for direct reports and other personnel at the [COMPANY].

   
6. Directs the development effort for [COMPANY] including purchasing of equipment.

   
7. Evaluates, develops and recommends technical advancements in procedures, processes and equipment.

8. Performs other duties, as requested.

Supervision Received:

Direction is received from President & CEO in determining goals, objectives and strategies.

Supervision Exercised:


Direct supervision is exercised over a staff of approximately X professional employees and X support 


staff.

Working Relationships:


Interacts with staff to provide information and coordinate activities.  Works with clients, vendors and 


partners to meet sales, growth and market share objectives.

Financial Responsibility:


Responsible for controlling and allocating resources of more than $X.  Also responsible for raising 


revenue.
Minimum Requirements:

Requires a bachelor's degree and more than ten years of work experience, ideally within the printing industry.  A strong technical background is an asset.

	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



