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BUSINESS MANAGEMENT POSITIONS

GENERAL MANAGEMENT

General and operations managers plan, direct, or coordinate the operations of companies or public and
private sector organizations. Their duties include planning business strategy, formulating policies, managing
daily operations, and planning the use of materials and human resources. In some organizations, the duties of
general and operations managers may overlap the duties of chief executive officers.

FINANCE

Chief financial officers manage the organization’s financial goals, objectives, and budgets. They oversee the
investment of funds and manage associated risks, supervise cash management activities, execute capital-
raising strategies (such as selling stock or issuing debt) to support a firm’'s expansion, and deal with mergers
and acquisitions.

Financial managers include controller, treasurer or finance officer, credit manager, cash manager, and risk
and insurance manager.

Controllers direct the preparation of financial reportsthat summarize and forecast the organization’s
financial position including income statements, balance sheets and cash flow. Controllers also prepare
special reports required by regulatory authorities. Often, controllers oversee the accounting, audit, and
budget departments.

Treasurers oversee the investment of funds and manage associated risks, supervise cash management
activities, execute capital-raising strategies to support afirm’s expansion, and deal with mergers and
acquisitions. Managers specializing in international finance develop financial and accounting systems for
the banking transactions of multinational organizations.

Credit managers oversee the firm’' s issuance of credit to customers. They establish credit-rating criteria,
determine credit ceilings, and monitor the collections of past-due accounts.

INFORMATION TECHNOLOGY

Chief information officers are responsible for the overall technological direction of management
information systems of their organizations. They evaluate the newest and most innovative technologies and
determine how these can help their organization. Communications links with suppliers, customers and
service providers are frequently included in this information infrastructure.




Chief technology officer, who often reports to the organization’s chief information officer, manages and
plans technical standards and tends to the daily information technology issues of the firm.

Management information systems (MIS) directors manage information systems and computing resources
for their entire organization. They oversee a variety of user services such as an organization’s help desk,
which employees can call with questions or problems. MIS directors a'so may make hardware and software
upgrade recommendations based on their experience with an organization’' s technology. Helping to assure
the availability, continuity, and security of data and information technology services are key responsibilities.

MI S Project managers develop requirements, budgets, and schedules for their firm’s information technology
projects. These managers are increasingly involved in projects that upgrade the information security of an
organization.

LAN/WAN (Local Area Network/Wide Area Network) managers direct the network, and its related

computing environment, including hardware, systems software, applications software, and all other
computer-related configurations.

MARKETING, SALESAND PUBLIC RELATIONS

Marketing managers develop the firm’ s detailed marketing strategy and product position, determine the
demand for products and services offered by the firm and its competitors. They identify potential markets
and develop pricing, promotion and distribution strategy to maximize the firm'’s share of the market and its
profits while ensuring that the firm’s customers are satisfied. They monitor market and competitor trends that
indicate the need for new products/services and provide direction for new product development. Marketing
managers direct programs that include advertising and promotion incentives to increase sales and establish
closer contact with customers and the distribution channel partners.  Advertising/promotion programs may
involve direct mail, telemarketing, television or radio advertising, catalogs, exhibits, inserts in newspapers,
Internet advertisements or Web sites, in-store displays or product endorsements, special events and industry
trade shows. Purchase incentives may include discounts, samples, gifts, rebates, coupons, sweepstakes, and
contests.

Sales managers direct the firm’ s sales program. They assign sales territories, set goals, and establish training
programs for the sales representatives. Managers advise the sales representatives on ways to improve their
sales performance. They oversee regional and local sales staffs. Sales managers maintain contact with
dealers and distributors. They analyze sales statistics gathered by their staffs to determine sales potential and
inventory requirements and monitor the preferences of customers.

Public relations managers direct publicity programsto atargeted public. Public relations managers may
confer with labor relations managers to produce internal company communications—such as newsletters
about employee-management relations—and with financial managers to produce company reports. They
assist company executives in drafting speeches, arranging interviews, and maintaining other forms of public
contact; and respond to information requests.




PURCHASING

Purchasing managers, buyers, and purchasing agents seek to obtain the highest quality merchandise at the
lowest possible purchase cost for their employers. In general, purchasers buy goods and services for use by
their company or organization, whereas buyers typically buy items for resale. Purchasers and buyers
determine which commodities or services are best, choose the suppliers of the product or service, negotiate
the lowest price, and award contracts that ensure that the correct amount of the product or service is received
at the appropriate time. Successfully, purchasing managers, buyers, and purchasing agents study sales
records and inventory levels of current stock, identify foreign and domestic suppliers, and keep abreast of
changes affecting both the supply of, and demand for, needed products and materials. Purchasing managers,
buyers, and purchasing agents evaluate suppliers on the basis of price, quality, service support, availability,
reliability, and selection. To assist them in their search for the right suppliers, they review catalogs, industry
and company publications, directories, and trade journals.

HUMAN RESOURCES

Human Resources managers are responsible for hiring, compensation, benefits, training and development,
or employee relations.

Employment managers oversee the hiring and separation of employees and supervise various workers,
including equal employment opportunity specialists and recruitment specialists. Establishing and maintaining
afirm’s pay system isthe principal job of the compensation manager. Conduct surveysto see how their
firm’ s rates compare with others and to see that the firm’s pay scale complies with changing laws and
regulations. In addition, compensation managers often oversee their firm’s performance evaluation system,
and they may design reward systems such as pay-for-performance plans.

Employee benefits managers and specialists handle the company’ s employee benefits program, notably its
health insurance and pension plans. 1n addition to health insurance and pension coverage, some firms offer
employees life and accidental death and dismemberment insurance, disability insurance, and relatively new
benefits designed to meet the needs of a changing workforce, such as parental leave, child and elder care,
long-term nursing home care insurance, employee assistance and wellness programs, and flexible benefits
plans.

Employee assistance plan managers are responsible for a wide array of programs covering occupational
safety and health standards and practices; health promotion and physical fitness, medical examinations, and
minor health treatment, such asfirst aid; plant security; publications; food service and recreation activities;
carpooling and transportation programs, such as transit subsidies; employee suggestion systems; childcare
and elder care; and counseling services.

Training managers and specialists conduct and supervise training and development programs for
employees.




ENGINEERING AND PRODUCTION

Engineering managers supervise people who design and develop machinery, products, systems, and
processes; or direct and coordinate production, operations, quality assurance, testing, or maintenance in
industrial plants. Many are plant engineers, who direct and coordinate the design, installation, operation, and
maintenance of equipment and machinery in industrial plants. Others manage research and development
teams that produce new products and processes or improve existing ones.

Production managers plan the production schedule within budgetary limitations and time constraints. They
analyze the plant’s personnel and capital resourcesto select the best way of meeting the production goals.
Industrial production managers determine, often using mathematical formulas, which machines will be used,
whether new machines need to be purchased, whether overtime or extra shifts are necessary, and what the
sequence of production will be. They monitor the production run to make sure that it stays on schedule and
correct any problems that may arise and maintain product quality. The production manager may implement
better training programs or reorganize the manufacturing process, often based upon the suggestions of
employee teams. If the cause is substandard materials or parts from outside suppliers, companies may work
with their suppliers to improve their quality. Production managers work closely with heads of other
departments such as sales, procurement, and logistics to plan and implement company goals.
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