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Job Description 
COO

FLSA Classification
Exempt 

Salary Level
Executive

Reports to
CEO

Date 
[insert date]

JOB DESCRIPTION 

Summary/objective 
The COO will provide leadership and strategic vision to the organization.  They will bring operational, managerial, and administrative procedures, reporting structures and operation controls to the company.  The COO will effectively communicate and foster growth among the executive team and all employees.  This is a vital leadership role that will drive results, spur growth, and increase the overall efficiency of the corporation. This position provides the leadership, management, and vision to ensure we have the proper operational controls, administrative and reporting procedures, and people systems in place to effectively grow the organization, increase operating efficiency and maintain financial strength. The position accomplishes this through a respectful, constructive, and energetic style, guided by the objectives of the company.

Essential functions
· Collaborate with CEO in setting and driving organizational vision, operational strategy, and company needs
· Translate strategy into actionable goals for performance and growth, helping to implement organization wide goal setting, performance management, and annual operating planning
· Oversee company operations and employee productivity, building a highly inclusive culture ensuring team members thrive and organizational outcomes are met
· Ensure effective recruiting, onboarding, professional development, performance management, and retention
· Adhere to company, federal, state, and local business requirements, enforcing compliance and taking action when necessary
· Foster a growth oriented, positive, and encouraging environment while keeping employees and management accountable to company policies, procedures, and guidelines
· Assist executive team members in creating, growing, and building a world-class industry leading organization

Daily and Monthly Responsibilities
· Analyze internal operations and identify areas of process enhancement
· Develop actionable business strategies and plans that ensure alignment with short-term and long-term objectives developed in tandem with the CEO
· Set challenging and realistic goals for growth, performance, and profitability
· Directly oversee operations, HR and accounting, and partner with the CEO on sales management to budget for sufficient investment capital to achieve growth targets over the near term
· Aggressively manage capital investments and expenses to ensure the company achieves investor targets relative to growth and profitability
· Monitor performance with tracking and establish corrective measures as needed, and prepare detailed reports, both current and forecasting
· Maintain and build trusted relationships with key customers, clients, partners, and stakeholders

Competencies
· Excellent verbal and written communication skills
· Strong supervisory and leadership sills 
· Extensive knowledge of the principles, procedures, and best practices in the industry
· Strong analytical and problem-solving skills
· Proficient with Microsoft Office or related software 

Supervisory responsibilities
Yes

Work environment
Remote-professional office setting 

Physical demands
[bookmark: P35_3325]Sitting for extended periods of time, computer use for extended periods of time
Ability to lift up to 15 pounds at a time

Travel required
 Some travel may be necessary

Required education and experience
· Bachelor’s degree in Business Administration, or related field
· 5+ years’ experience in executive leadership positions
· Leadership skills with steadfast resolve and personal integrity
· Understanding of advanced business planning and regulatory issues
· A solid grasp of data analysis and performance metrics
· Be able to diagnose problems quickly and have foresight into potential issues 

Preferred education and experience
· MBA



Additional eligibility requirements


Work authorization/security clearance requirements
Must be able to provide valid documents showing authorization to work in the United States

Affirmative Action/EEO statement 
It is the policy of [insert agency name] to provide equal employment opportunities without regard to race, color, religion, sex, national origin, age, disability, marital status, veteran status, sexual orientation, genetic information, or any other protected characteristic under applicable law.

Other duties
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities, and activities may change at any time with or without notice. 

Signatures
This job description has been approved by:


Manager_____________________________________   	 Date ________________



Employee signature below indicates the employee’s understanding of the requirements, essential functions, and duties of the position. 


Employee______________________________________     Date__________________
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