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Our innovative and growing company is looking for a lead executive. 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 lead executive

o Actively coach, develop and lead your team and act as a sales leader for the
broader team

e Represents the CEO and acts as an interface for industry, community, and
business contacts

e Welcomes guests and customers by greeting them and answering or
directing inquiries

e Maintains CEO's appointment schedule by planning and scheduling
meetings, conferences, teleconferences, travel and any other administrative
functions

e Attends board meetings

* Reviews and summarizes miscellaneous reports and documents

e Budget and forecasting analysis and development for Office of CEO

o Completes, reviews, and processes expense reports, invoices

e Assists executive team with preparation of presentation materials

e Maintains corporate data repositories and archives

Qualifications for lead executive

e 8+ years proven direct sales/marketing experience in digital media with
strong foundation in technology

o Excellent communication and presentation skills Strong planning and
organisational capabilities



e Minimum six years’ experience working in an executive recruiting or research
role (full life cycle)

» Nine or more years’ experience designing, developing, and implementing
software solutions, constantly seeking to be an expert

e Engages in dialogue with assigned customer executives, employing open-
ended questions to uncover overall strategic objectives and organizational
needs



