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Managerial Position Agreement for:      
Position Title: President
Manager’s Position: self, shareholders
	Result Statement

	This position is accountable for producing the following result:

To guide the company’s physical, financial, and utilization growth by achieving and innovating the company’s Strategic Objective to acquire and retain long-term, quality clients through personalized care, build knowledgeable employees, and provide an appropriate return to stockholders


	Reporting Position(s)

	These positions report directly to me and are accountable for producing the indicated result(s):

	Position: Vice President of Marketing
Result: To optimize utilization of the company’s assets by acquiring long-term, quality clients for the company through the creation of the company’s positioning, sensory package, and marketing strategies, and the development and implementation of lead generation and lead conversion systems in accordance with the company’s Strategic Objective
	Position: Vice President of Operations
Result: To fulfill the company’s Strategic Objective and provide the best return on investment for the company through development and implement of Client Fulfillment (service, production, and delivery), Management, and Money Systems that fulfill the company’s promises and retain long-term, quality clients.

	Position: RLG Office Manager / Bookkeeper
Result: To support the President and Vice Presidents in achieving the company’s Strategic Objective by implementing accounting, payroll, communication, tracking, and filing systems to provide appropriate reporting and controls of financial events at company and from managed operations. Also, to ensure guests and callers are properly acknowledged and guided
	Position: Manager, Lakeside Village
Result: To promote the acquisition and retention of clients for the company through the implementation of orchestrated marketing, client fulfillment, and management systems; to train and develop the highest caliber staff so that employees’ and clients’ expectations, and the company’s financial standards are exceeded


Managerial Position Agreement for:      
Position Title: President

	Work Listing

	Strategic Work

	1. Establish budget guidelines for properties and departments

2. Conduct regular Employee Development Meetings with direct reports.

3. Oversee cash management for all properties

4. Approve Marketing plan, Lead Generation messages, and Lead Conversion strategies

5. Quantify the overall performance and results of the business, including managed properties

6. Perform regular KSI reviews to ensure progress toward the Strategic Objective

7. Use E-Myth principles and systems to lead others in achieving the Strategic Objective

8. Perform or recruit for property valuation for taxes and operational purposes

9. Implement the Organizational Strategy by developing and leading others in creating and implementing all systems necessary to run the business

10. Use E-Myth principles and systems to become an E-Myth Mentor to employees.

11. Establish and revise employee training systems

12. Establish and revise employee compensation and benefit packages

13. Review Strategic Objective to ensure continued relevance, and revise when necessary

14. Evaluate and select new growth opportunities in harmony with the Strategic Objective

15. Arrange and acquire needed financing or investment

16. Oversee construction and opening of new properties

17. 


	Work Listing

	Tactical Work

	1. Represent company as spokesman during events or disasters

2.  Visit communities to learn success and areas for improvement

3. Supervise major maintenance issues

4.  Approve large purchases

5. Approve payables

6.  Review monthly reports

7.  Address real estate issues

8.  Address insurance issues

9.  Arrange equipment moves between communities

10.  Address personal concerns about business with administrators or others

11. Approve bonuses based on financial statement reviews

12. 


Managerial Position Agreement for:      
Position Title: President

	Standards

	List quantity, quality, and behavior standards for which this position is accountable. Do not include those that belong on a system action plan.

	Position Specific

	1. Be on-site at each community frequently enough to feel the pulse of operations

2. Dress code is shirt and tie (or similar) when interacting with communities or representing company with other companies either in or outside the office or communities. Business casual (golf shirt and slacks) is approved when working in office.

3. Questions from direct reports will be answered within one business day.

4. Give advice and suggestions to “humanize” systems

5. Systems from communities will be reviewed and modified to ensure uniform delivery of service in accordance with the Strategic Objective

6. Coordinate assignment of communities to Regional Directors with VP of Operations 

7. Employee Development Meetings will be conducted in accordance with company policies, no less frequently than every two weeks

8. Observed actual and potential hazards will be shown to Administrator during site visit, and a plan of correction will be put in place at that time

9. Approved bonuses will be processed with the next payroll. Rejected bonuses will be communicated back to Regional Director within two business days

10. KSI Review reports will be evaluated with Vice Presidents for systems innovation to drive improvement

11. Operations Manuals will be created and updated for all positions as systems are created that impact each position

12. New business ventures will be given proper due diligence to determine avenues to pursue or avoid

13. Budget guidelines will be distributed through regular communication channels whenever updated

14. Cash management will be conducted in such a way as to preserve the capital of the company and earn the best return on invested cash

15. Strategic Objective will be reviewed annually, and changed when deemed necessary. Changes to the Strategic Objective will be communicated through the regular communication channels.

16. Employee compensation guidelines will be established and shared through regular communication channels. Compensation guidelines will be reviewed annually and updated as deemed necessary.

17. Employee training materials and guidelines will be established and shared through regular communication channels. Compensation guidelines will be reviewed annually and updated as deemed necessary.

18. Be present at company events or disasters where media may be involved to act as point of communication

19. As major maintenance issues arise, ensure company protocol is followed either by giving verbal guidance, or by referring employees to the proper procedure in the Operations Manual.

20. Provide written approval for all unusual purchases in excess of $300 to ensure compliance with company policy

21. Payables are processed between the 8th and 12th of the month. Be present to review and approve payables for all communities

22. Review monthly reports before they are distributed to communities by the Regional Directors. Indicate areas of concern for follow up.

23. As real estate purchase or sale opportunities arise, provide guidance on decisions

24. Provide information relating to real estate sale or purchase opportunities to outside entities

25. Ensure financing is in place for all properties as required

26. Begin refinancing efforts at least six months prior to financing expiration to ensure continuity of financing

27. Process insurance renewals annually as policies come due.

28. Request competitive quotes and select new insurance vendors as conditions require

29. Make arrangements for moving physical equipment between communities as required for the proper operation of all communities.


	Standards

	Companywide

	1. All work will be performed in accordance with all government laws, regulations, ordinances and court rulings in those jurisdictions in which the company operates.

2. All routine work systems will be documented in an operations manual.  The information included in eh operations manual is proprietary.

3. All work will be performed according to company policies and standards inherent in all position agreements, system action plans, employee handbook, operations manual, ongoing policy memoranda and dress codes.

4. Client and company information will be held as strictly confidential outside the company.

5. Client health information will be held as strictly confidential.

6. All telephone calls, both internal and external, will be returned within one business day and within two hours whenever possible.

7. Manager will be notified in an exception report of any issues to be resolved or deadlines that cannot be met by reporting person, prior to the due date.

8. In coordination with RLG, all innovation will be quantified, tested and improved, then documented for routine implementation (i.e. well orchestrated once proven).

9. Problems with any system must be brought to the attention of manager in an exception report so the system can be improved, within the structure of the operations manual.

10. Employees are encouraged to recommend ideas for the improvement of their department and position that are consistent with the company’s Strategic Objective.

11. All policy memoranda indicating changes in policy and / or procedure will be stored in each employee’s operations manual, until the time an updated procedure is provided.

12. Employees will provide staff assistance as requested; each employee may be asked from time to time to cover other areas of accountability and / or departments.

13. All business communications, whether verbal, visual or written, whether for internal or external use, will be professional in tone and content and in accordance with applicable and existing company policies an standards.

14. Employees will respect each other’s time, space and need for concentration.  Socializing and interruptions must not impede workflow.

15. Employees will have regularly scheduled meetings with their managers.

16. Employees will be honest was they deal with everyone they come in contact with at work.

17. Employees will communicate with others in a respectful tone that is audible to the person(s) with whom he or she is speaking.

18. Employees will use positive, uplifting language and never use profane, vulgar or crude language.

19. Employees will exhibit a positive attitude toward and about their co-workers, supervisors, residents, guests, vendors and others whit whom they come in contact.

20. Employees will be punctual in clock-in and out for their assigned shifts as well as breaks. 

21. All emails will contain a RLG approved signature.
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Position Title: President
	Signatures

	Statement of the Position Holder: 

I accept the accountabilities of this position and agree to produce the results, perform the work, and meet the standards set forth in this position Agreement. 

     





     
Date





Signature







     






Printed/Typed Name

Statement of the Position Holder’s Manager:

I agree to provide a working environment, necessary resources, and appropriate training to enable the accountabilities of this position (results, work, standards) to be accomplished.

     





     
Date





Signature







     






Printed/Typed Name
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