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Date completed/revised:  DD/MM/YYYY 

Position Details  

Title CHRO – Chief Human Resources Officer 

Reports To Insert title, not individual's name  

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 

The Chief Human Resource Officer (CHRO) is responsible for providing organizational leadership and 
implementing human resource strategies that support the overall business plan, strategic direction and 
goals of the Company. The CHRO builds a strong credibility of the Company’s HR functions through 
leadership skills, professional qualifications, and integrity.  

The incumbent is responsible for articulating HR needs and plans to the rest of the executive team to 
ensure that all aspects of HR, its practices and operations are functioning optimally.   

Responsibilities/Accountabilities 

Responsibilities: 

1. Ultimate responsibility and accountability for transactional HR and HR best practices in the 
following areas: 

a. Change management 
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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.   
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b. Talent management 

c. Organizational design 

d. Performance management 

e. Succession planning 

f. Compliance 

g. Compensation & Benefits 

h. Job Evaluation 

i. Training and development 

j. Recruitment 

k. Employee relations 

l. Collective agreements and union management 

m. HRIS and Reporting 

n. Health & Safety 

o. HR policy development and enforcement 

p. Culture 

q. HR technology and the use of A.I. 

2. HR Strategy  Example 30% 

a. Leads long-range strategic planning to anticipate the innovation of change initiatives that 
promote cost effectiveness, people productivity, and organizational efficiency.  

b. Maintains an organizational design that is reflective of a dynamic and up to date business 
environment.  

c. Monitors, analyses, and identifies strategic gaps, needs, and risks in the Company.  

d. Leverages management tools to identify, align, and build on the Company’s workforce 
capabilities.  

e. Leads the HR department in the analysis and evaluation of employee performance, using 
those analyses to cultivate talent, close gaps and improve performance.  

f. Formulates strategies that lead to the Company employing talent of quality and depth. 

g. Develops comprehensive strategic plans for all areas of HR.  

h. Acts as strategic business advisor to Company executives regarding key management and 
business issues.   

3. Staff Management Example 30% 

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

c.       

d.       

Job-Related Technical Skills 

Skills Proficient  Experience 
with 

Familiar  
with 

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

 Human Resources 
 IT 
 Administration 
 Finance 
 Development 
 Procurement 

 

x   

Proven people management skills x   

Appreciation for a healthy balance between the 
needs of the business and those of staff x   

Evidence practicing a high level of confidentiality x   

Working knowledge of MS Office suite  x  
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Skills Proficient  Experience 
with 

Familiar  
with 

Ability to maintain currency in HR best practices 
including the use of technology to facilitate HR 
initiatives 

 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 10 years’ experience in a strategic senior HR position 
with a demonstration of quantitative ROI on HR expenditures x  

Bachelor’s or Master’s degree in Human Resources Management or 
related field x  

Up-to-date HR certification 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.   PR
EV
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 Leads by example.     

CRITICAL THINKING 

 Uses methods of logical inquiry and reasoning.  

 Recognizes the existence (or non-existence) of logical relationships in work. 

 Tests conclusions and generalizations. 

 Applies logical reasoning and considers why status quo or suggested solution won’t work. 

 Looks forward to understand the consequences of a situation. 

 Makes connections between information and arguments. 

 Analyzes how parts of a whole interact to produce outcomes in complex systems. 

PROBLEM SOLVING 

 Assesses challenges to identify causes.   

 Gathers and processes relevant information.   

 Generates creative solutions and finds a way to make it work.   

 Makes recommendations and/or resolves the situation.   

 Acknowledges when one doesn't know something and takes steps to find the answer. 

ANALYTICAL  

 Examines and interprets a wide variety of data/information and makes recommendations or 
decisions.  

 Identifies underlying complex issues.   

 Systematically compares and organizes.   

 Personally investigates and digs deeper to understand new concepts, approaches, and cause-
and-effect.  

INFLUENCE / PERSUASIVENESS 

 Influences and persuades others to gain agreement or acceptance of an idea, plan, activity, or 
product.   

 Uses strong arguments and creative approaches to gain support for a point of view or mobilize 
people to take action.   

 Works to make others feel ownership in solutions.   

 Identifies key decision-makers on issues of concern.   

 Improvises and thinks quickly on one’s feet.  

 Sells ideas despite resistance. 
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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.   

 Displays expertise in areas of specialization and environmental trends.   

 Balances risks and rewards.  

DECISION MAKING 

 Identifies purposes and objectives, assesses situations, and makes decisions while exhibiting 
judgment and a realistic understanding of issues.   

 When appropriate, involves others in the process.   

 Uses reason even when dealing with emotional topics.   

 Provides rationale for decision.  Evaluates results.   

CHANGE MANAGEMENT 

 Initiates and/or facilitates the orderly implementation and timely acceptance of workplace 
innovation or change.   

 Communicates a compelling vision and need for change that builds excitement and 
commitment to the process.   

 Obtains and provides resources to implement change initiatives.   

 Works to make others feel ownership of the change.   

 Communicates the direction, required performance, and challenges of change to stakeholders.  

 Enlists support of key individuals and groups to move the change forward.   

 Understands when to focus efforts on resisters versus supporters.  

Other/Comments 

Insert any additional information here, if required.  Delete this section if not needed. PR
EV

IEW
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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                                                                                                                                                        
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