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Date completed/revised:  DD/MM/YYYY 

Position Details  

Title CEO - Chief Executive Officer  

Reports To Board of Directors 

Department Executive  

Position Status 

  Employee                                Contractor                              Consultant 

  Full-Time                                 Part-Time                                On-going                                

  Term                                       Term End Date (if applicable):  DD/MM/YYYY 

Eligible for Benefits   Yes              No                 Comments if applicable 

Overtime 
Exemption Status 

  Exempt       Non-Exempt   

Variable 
Compensation 

  Bonus          Commission          Shift Premium         Car Allowance 

  Not applicable          

Hours per Week Insert actual expected hours of work per week, excluding breaks or 
lunch/week 

Location  

Job Classification 

CUSTOMIZER: If classifications have been established, insert job categories. 
Below shows an example.  Otherwise, delete this row  

  Clerical                                Administrator                 Coordinator 

  Manager                             Director                           VP 

Salary Range Insert salary range, or insert: "As per Job Classification" 

Direct Reports 

 As of DD/MM/YYYY but subject to change, position is responsible for Insert 
number direct reports, as follows:  
 Title. Insert additional bullets as required 

  Not Applicable                         PR
EV
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Internal 
Relationships 

Works closely with the following internal stakeholders: 
 Internal stakeholder titles and/or departments. Insert additional bullets 

as required. 

  Not Applicable                         

External 
Relationships 

Works with external stakeholders including: 
 Describe type of external stakeholder such as partners or vendors or 

customers. Insert additional bullets as required. 

  Not Applicable                         

Level of supervision  
required for this 
position 

High  Moderate    Low      

Decision-making 
Authority 

High  Moderate    Low      

Travel Required 
Yes  No      

If yes, approximately how many weekdays per month?        days 

Other If required, insert other relevant high level information 

Position Requirements 

Position Overview 

A chief executive officer (CEO) is the highest-ranking executive of the Company and is responsible for 
the overall success of the business and for making top-level managerial decisions. 

This position acts as the main point of communication between the board of directors and corporate 
operations, and being the public face of the Company.  

This position ensures that the Executive team maintains constant awareness for opportunities for 
expansion, customer base, markets, competitiveness, legislation changes, and awareness of new 
industry developments and standards.  

Responsibilities/Accountabilities 

Responsibilities: 

1. Ultimate responsibility and accountability for all Company functions including: 
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Set up your HR Department  Create HR for Clients 

A complete HR Toolkit for small business to 
create and maintain your HR fundamentals.    

Create your HR materials 

• 260+ premium templates to create  
contracts, employee manuals, forms, 
spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 

• COVID-19 Portal 

• Legislation Portal 

• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   

 

This page is not available for preview.  

Sign up for a free Trial and download this template now!  Link in footer. 
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a. Human Resources 

b. IT 

c. Administration 

d. Finance 

e. Product Development 

f. Sales and Business Development 

g. Marketing  

2. Strategy  Example 30% 

a. Leads the development and execution of the Company’s long-term measurable and 
describable strategies with the goal of increasing shareholder value. 

b. Leads the organization by setting a strategic vision for the Company’s future. 

c. Builds and maintains relationships with key stakeholders including the Executive team, the 
board of directors, partners and shareholders.   

d. Ensures that the Executive team maintains constant awareness for opportunities for 
expansion, customer base, markets, competitiveness, legislation changes, and awareness of 
new industry developments and standards.  

e. Ensures that the Company maintains high social responsibility wherever it does business. 

f. Assesses risk. 

3. Staff Management Example 20% 

a. Hires, motivates, develops, and manages performance of a diverse workforce, in line with 
Company values and goals.   

b. Ensures high performers are retained.   

c. Motivates, coaches, and develops staff to ensure the best results.   

d. Manages performance and non-performance.   

e. Supports diversity and encourages innovation.   

f. Delegates effectively.   

g. Resolves conflict.   

h. Provides a work environment conducive to achievement and growth.  

i. Manages budgets, resources, and projects.   

j. Celebrates and rewards success.  

4. Insert high-level responsibility   Example 20% 

a. List key tasks associated with that responsibility 

b.       PR
EV
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http://www.connectsus.com/
http://www.connectsus.com/licenses/overview


 
Job Description 

CEO - Chief Executive Officer 
 

Copyright © ConnectsUs HRTM 4 / 8 Document #: JD-HR-4370-M-1.0 

This is a generic template for reference only. Consult current legislation in your area to ensure compliance. Document Owner: HR 
This file includes embedded ConnectsUs identifiers. Prohibited use without a valid license. Learn more Last Updated: <insert date> 

c.       

d.       

Job-Related Technical Skills 

Skills Proficient  Experience 
with 

Familiar  
with 

Broad knowledge in all functional areas of the 
Company listed above, with specialties or deep 
knowledge in two or more of the following areas:  

 Human Resources 
 Finance 
 Sales and Business Development 
 Marketing 

x   

Proven people management skills x   

Strategy development and execution x   

Building and maintaining strategic relationships x   

Negotiation skills x   

Data analysis and performance/operation metrics x   

Budgeting x   

Reading financial statements  x  

MS Office suite  x   

A minimum of 35 words per minute typing speed or 
the ability to use voice to text software to support 
increasing digital communication and content 
generation 

x   

Enter additional skills if needed    

Experience/Education/Training 

Experience/Education/Training Required Preferred 

A minimum of 2 years in a CEO role or 7 years in a C role.  x  

Extensive multi-leveled experience with best practices, policies, and 
procedures in the Insert your industry field to gain detailed  x 
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Experience/Education/Training Required Preferred 

understanding of all levels of operations and showing steady career 
progression 

Bachelor’s degree in business, human resources, finance, or relevant 
discipline x  

Master’s degree in relevant field or MBA  x 

Insert experience, diploma, certification, training, or designation   

Position Success Traits 

LEADERSHIP 

 Influences, motivates, and empowers staff to work towards a common goal and achieve 
greatness.   

 Understands our business and sector.   

 Analyzes and plans proactively by identifying opportunities and threats.   

 Helps to establish and communicate the vision.   

 Provides information, knowledge, and methods to realize the vision.   

 Coordinates and balances conflicting interests of stakeholders.   

 Steps up and thinks and acts creatively in difficult situations.   

 Acts honestly and with integrity.   

 Gains trust and respect.   

 Leads by example.     

STRATEGIC FOCUS 

 Generates and applies alternative and viable strategies or business models to create 
competitive advantages for the Company.   

 Finds ways to capitalize on opportunities and provide customer value.   

 Thinks holistically and futuristically.   

 Constantly scans internal and external environments.   

 Acts as an explorer, with heightened curiosity and alertness.   

 Demonstrates a strong desire to outwit and beat the competition.   

 Keeps an open mind to new ideas and diverse perspectives.   PR
EV

IEW
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 Displays expertise in areas of specialization and environmental trends.   

 Balances risks and rewards.  

COMPOSURE / EMOTIONAL MATURITY 

 Maintains composure when provoked, under intense pressure, or faced with multiple priorities.   

 Restrains emotional impulses and responds calmly.   

 Calms others.   

 Demonstrates the ability to maintain stamina under stress.   

 Understands how one’s actions affect others.   

 Knows when it’s time to leave the room.  

INNOVATION / CREATIVITY 

 Thinks outside the box.   

 Challenges status quo and traditional ‘the way things have always been done’ thinking.   

 Applies original thinking in approach to job and other processes, methods, systems, products, 
and/or services.   

 Engages in responsible dialogue and brainstorming to develop new ideas and unique solutions 
to problems.   

 Continuously seeks ways to improve all aspects of the Company and communicates suggestions.  

COURAGE & CONVICTION 

 Demonstrates discipline to act on values rather than on impulse.   

 Takes calculated risks.   

 Provides constructive feedback.  

 Takes negative action when required.   

 Proactively deals with people problems.   

 Proceeds with well-thought-out action that is best for the Company, despite the risk of conflict, 
resistance, or not being popular.   

 Makes well-considered, wise, and brave decisions to proceed constructively, despite fear, 
discomfort, or temptation.   

 Accepts that one is not always right.  

DRIVE FOR RESULTS / TENACITY / BIAS FOR ACTION 

 Strives for results and focuses on reaching goals. 

 Overcomes obstacles, pressure, difficult situations, and conflicting priorities.  
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 Sets high performance standards for self and others.  

 Is tenacious, persistent, and resourceful.  

 Translates ideas into action and execution.   

 Understands how to get work done through others.   

 Demonstrates discipline when exposed to distractions. 

INTELLECTUAL HORSEPOWER 

 Deals comfortably with complexity and new concepts.   

 Quickly learns and assimilates complex information involving unfamiliar situations and 
circumstances.    

 Analyzes, explains, and draws logical conclusions based on complex data from multiple sources.   

 Quickly perceives implications and makes sound decisions.   

 Demonstrates strong critical thinking skills.   

 Cuts through non-essential, illogical, over-generalized, or unsubstantiated information. 

Other/Comments 

A high degree of travel is necessary for the position.  

Insert any additional information here, if required.  Delete this section if not needed. 
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Acknowledgement 
Accepted and agreed to by:  

EMPLOYEE 

Employee Name 

 
Signature                                                                                                                                        Date                                                                                                                                                        

MANAGER APPROVAL 

Manager Name Manager Title 

 
Signature                                                                                                                                        Date                                                                                                                                                        

NEXT LEVEL APPROVAL  

All job descriptions require approval by CUSTOMIZER: Insert approval position level 1. Example: 
Department VP, or delete this section if not applicable. 

 Name Title 

 
Signature                                                                                                                                        Date                                                                                                                                                        

HR APPROVAL  

All positions require review and approval by HR CUSTOMIZER: Insert HR approval level. Example: HR 
Manager, or delete this section if not applicable. 

 Name Title 

 
Signature                                                                                                                                        Date                                                                                                                                                        
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