JOB DESCRIPTION TEMPLATE
Deputy CEO
Provided by Excelon Associates, excelonassociates.com. Replace the bracketed placeholders with your organization details and adapt any section to fit your posting.
Position Details
Organization: [Organization Name]
Location: [City, State]
Reports To: [Chief Executive Officer / Board of Directors]
Classification: [Full Time, Exempt]
Salary Range: [Salary Range]
About the Role
The Deputy CEO is the organization's second-in-command, sharing the chief executive's mandate and carrying formal authority to act for the CEO. The role typically runs large parts of the organization day to day, owns major cross-functional initiatives, and represents the organization to boards, regulators, and external partners.
Deputy CEO meaning, in plain terms: the executive one step below the chief executive with organization-wide authority, rather than a functional chief who owns a single domain. The title is common in nonprofits, government agencies, financial institutions, healthcare systems, and international organizations, and is frequently a designated succession seat.
Key Responsibilities
Strategy & Governance
1. Partner with the CEO to set strategy, then translate it into operating plans, budgets, and accountable owners across the organization.
1. Represent the organization with the board, investors or funders, regulators, and key external partners, acting for the CEO when required.
1. Lead succession, risk, and continuity planning so the organization can operate through leadership transitions without disruption.
Operations & Performance
1. Direct day-to-day operations across assigned divisions, holding senior leaders to clear financial and operational targets.
1. Own major cross-functional initiatives, from restructurings and market entries to technology and integration programs.
1. Review enterprise performance with the CEO and board, surfacing problems early and correcting course quickly.
Leadership & Culture
1. Coach and develop the senior leadership team, resolving cross-functional conflicts the CEO should not have to arbitrate.
1. Model and enforce the organization's values and standards, ensuring decisions made in the CEO's absence match decisions the CEO would make.
1. Serve as a confidential sounding board to the CEO on sensitive personnel, financial, and strategic matters.
Qualifications
1. Bachelor's degree in business, finance, or a related field is required; an MBA or comparable advanced degree is strongly preferred.
1. At least twelve years of progressive leadership experience, including five or more years on an executive team with enterprise-level responsibility.
1. Demonstrated success running a large division, region, or business unit with full financial accountability.
1. Board-level communication skills and sound judgment on governance, risk, and regulatory matters.
Compensation and Benefits
[Describe salary range, bonus or incentive structure, health and retirement benefits, paid time off, and any relocation assistance.]
How to Apply
[Provide application instructions, a contact email, or a link to your applicant portal.]
Equal Employment Opportunity
[Organization Name] is an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, disability, or protected veteran status.
Template by Excelon Associates. Hiring a Deputy CEO? We recruit C-suite and second-in-command executives nationwide: excelonassociates.com
