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Our growing company is looking for a CEO. Please review the list of
responsibilities and qualifications. While this is our ideal list, we will consider
candidates that do not necessarily have all of the qualifications, but have sufficient
experience and talent.

Responsibilities for CEO

e Organising frequent travel - flights, accommodation, visas, driver, currency,
restaurants, meetings, calls

e Coordinating the delivery of multiple assigned projects to deadlines

e Managing the day-to-day operational aspects of projects through gathering
and reporting status on the work of others involved

e Maintaining project work plans, revising, and communicating changes to
meet needs and requirements

e Working with other departments on projects and programs through formal
and informal meetings

e Coordinating and participating in the delivery of reports and other
deliverables

e Assist the CEO in developing and drafting documents, presentations,
proposals, reports and contracts

e Manage communication internally and externally on the CEO's behalf,
managing mail, email traffic and other correspondence

o Effectively and proactively manage executive scheduling, meeting
preparation, travel arrangements and calendars as needed

» Proactively preparing and compiling agendas, meeting minutes and/or notes

for internal and external meetings

Qualifications for CEO



Supporting and handling the visitors in and out such as their meeting
schedule, itinerary and transportation

Ability to organise the assigned tasks effectively and efficiently to manage
multiple deliverables in a timely and effective manner

Additional duties as determined by the CEO

Acting as gatekeeper

Complex Diary Management -constant changes and priorisations



