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Our growing company is looking for a CEO. We appreciate you taking the time to

review the list of qualifications and to apply for the position. If you don't fill all of

the qualifications, you may still be considered depending on your level of

experience.

Responsibilities for CEO

Function as a communications link from Senior Management / Key Executive
Staff to various vendors, customers and employees as needed
Communicate and/or coordinate instructions with a high level of tact and
integrity due to the great frequency of both internal and external Senior
Management contact

Create, audit and distribute Power Point presentations for various audiences
Receive and screen telephone calls, letters and/or visitors

Answer routine questions and furnish information

Schedule appointments and make arrangements for meetings, conferences
and travel

Organize and maintain reports, files, correspondence, expense reports and
other related documents

Assist and coordinate numerous special projects

Extensive calendar and phone management

Coordinating and schedule all meetings/appointments

Qualifications for CEO

Providing personal assistance to the CEO

Coordinating heavy domestic and international travel
Screening, routing and prioritizing heavy email correspondence
Interacting with clients, vendors and visitors






