PRESIDENT & CHIEF OPERATING OFFICER

Job Description

· Member Board of Directors

· Member Executive Committee (Chairman)

· Member Budget Committee

· Member Profit-Sharing Trust Committee

· Advisor to Senior Management Group

General Agency:

· Provide leadership for the agency in terms of clients, staff, new business, and overall direction.

· Monitor agency profitability, operating budgets, cash flow and investments.

· Assist in the development of growth plans for the agency.

· Maintain agency contact with the executive management of selected clients.

· Explore and evaluate growth opportunities for the agency in terms of new services or profit centers.

· Assist in the implementation of all new plans and programs of the agency.

· Support the total new business effort in terms of contacts, follow-through and presentations.

· Maintain an open line of communications with the Board of Directors.

· Work with agency attorney on all legal matters concerning the agency.

· Maintain an open line of communications with all members of the staff.

· Assist in the recruitment of potential new employees.

· Maintain communications with key media contacts and suppliers.
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