Job Description – Tool #2

Matching organizational needs with leadership competencies desired in the next EO is one of the most important features of the executive search phase. This planning process provides a unique opportunity to update the executive requirements and responsibilities. Update the job description to ensure EO responsibilities and hiring requirements promote the organization’s sustainability.

Attach a current EO position description. This position should be updated as needed, preferably during the organization’s strategic planning sessions and should consider the following:
1. What are the top three to five objectives and/or challenges outlined in the strategic plan or elsewhere that fall under the EO’s core responsibilities?

A. _________________________________________________________

B. _________________________________________________________

C. _________________________________________________________

D. _________________________________________________________

E. _________________________________________________________


2. Based on the objectives and/or challenges listed above, is there an impact on the EO’s job description?

A. Key competencies (e.g., skills—core leadership and management, strategic thinking, board oversight, staff management, agility skills, etc.)

1. __________________________________________________

2. __________________________________________________

3. __________________________________________________

4. __________________________________________________

B. [bookmark: _GoBack]Expertise and experience (e.g., regulatory, financial, communication, legislative, education, etc.)

1. __________________________________________________

2. __________________________________________________

3. __________________________________________________

4. __________________________________________________

C. Required leadership style (e.g., high control or participatory, etc.)

1. __________________________________________________

2. __________________________________________________

3. __________________________________________________

4. __________________________________________________

D. Traits not desired (e.g., poor relationship building, poor board management, etc.).

1. __________________________________________________

2. __________________________________________________

3. __________________________________________________

4. __________________________________________________
