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Our company is growing rapidly and is looking to fill the role of CEO. Thank you in
advance for taking a look at the list of responsibilities and qualifications. We look

forward to reviewing your resume.

Responsibilities for CEO

 Assisting with various projects and special assignments

e Coordinating purchasing and maintain expense reports

e Ensuring filing systems and personal records are maintained and up to date

e Assisting in coordinating and planning professional and social events,
including board meetings

e Improving upon existing processes and implement more efficient solutions

e Coordinating and scheduling meetings / appointments

o Coordinating purchasing and maintaining expense reports

e Assisting in coordinating and planning events, including board meetings

e Improving upon existing processes and implementing more efficient solutions

e Answer all the phones, determine purpose of callers, and forwards calls to
Senior Management

Qualifications for CEO

e A bachelor’s degree, graduate degree preferred

e Greet customers, visitors and monitor on-site visitors’ access

 Draft, type, register, scan, and safe keep any minutes, memos, and
correspondence for Senior Management and Administration Department

» Make reservations of appointments for Senior Management

» Duplicate and scan all incoming fax documents for Senior Management and
file properly

e Ensure the receptionist distributes, maintains and scans all inter-office






