Chief Operating Officer Position Description

The Point/ARC of Northern Kentucky, Inc.

The Chief Operating Officer reports directly to the President/Chief Executive Officer and has full responsibility for all aspects of the day-to-day operations and activities of The Point/ARC of Northern Kentucky, Inc. The Chief Operating Officer provides leadership and direction to ensure that the organization achieves its objectives and accomplishes its mission in accordance with the strategic plan, current year budgets and policies approved by the Board of Directors.
The approval of the President/Chief Executive Officer and/or the Board of Directors shall be required for all decisions outside of the ordinary, day-to-day course of the organization’s business, including all financings, acquisitions, dispositions, budgets, capital expenditures, hiring and terminations.

The primary responsibilities of the Chief Operating Officer shall include the following:


1.
Supporting the President/Chief Executive Officer and providing leadership and direction to ensure that the mission and objectives of The Point/ARC of Northern Kentucky, Inc. are achieved.


2.
Directly overseeing and managing the day-to-day operations and activities of the organization, including service and product delivery, financial performance, human resource management, contract negotiation, and compliance with the policies approved by the Board of Directors.

3.
Directly overseeing and managing all aspects of staff administration, including training, salary administration, job descriptions, staff meetings, performance evaluations, office procedures and communications within the staff.


4.
Fostering a corporate culture that promotes ethical practices and encourages individual integrity.


5.
Maintaining a positive and ethical work climate that is conducive to attracting, retaining and motivating top-quality employees.


6.
Assisting the President/Chief Executive Officer and the Board of Directors in developing a long-term strategy and vision for the organization.


7.
Assisting the President/Chief Executive Officer and the Board of Directors in developing an annual operating plan and financial budget that support the organization’s long-term strategy.


8.
Serving as the spokesperson for the organization in the absence of the President/Chief Executive Officer.

9.
Assisting the President/Chief Executive Officer in ensuring that The Point/ARC of Northern Kentucky, Inc. and its mission, programs, products and services are consistently presented in a strong and positive image to the community and public.


10.
Assisting the President/Chief Executive Officer in fundraising planning and implementation, including identifying resource requirements and funding sources and establishing strategies to meet all fundraising goals.


11.
Enforcing all policies approved by the Board of Directors.


12.
Establishing a strong working relationship with the President/Chief Executive Officer.


13.
Keeping the President/Chief Executive Officer informed of the organization’s performance and events affecting its affairs, including opportunities and adverse or positive developments.


14.
Assisting the President/Chief Executive Officer in ensuring that the organization has an effective management team and an active plan for management development and succession.


15.
Ensuring that there is clarity of objectives and focus for all employees and ensuring that there are clear and appropriate standards and measures of performance.

