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Chief Operations Officer 
Reports to:  Chief Executive Officer 
 

1. The stated mission of the Potawatomi Business Development Corporation (PBDC) is “to generate 
wealth and improve the quality of life for the Forest County Potawatomi (FCP) Community by 
making strategic investments, acquisitions and prudent asset management and community 
development decisions. Resources generated by PBDC and its holdings will help diversify the 
tribal economy that supports FCP’s tribal government and help improve the lives of FCP tribal 
members. Through trust, support, integrity, and mutual respect, PBDC is committed to building an 
economic engine that will support FCP for generations to come.” 

2. The COO is a member of the Executive Management Team and will work closely with the CEO 
and CFO.  This executive is responsible for providing leadership for the company’s operations, as 
well as achieving operating and financial objectives, overseeing the quality of services, and 
providing Executive oversight to projects including subsidiary development, internal system builds 
and implementation, improving ongoing financial growth and responding to industry needs. This 
executive will focus on bringing continuous improvement and best practice into the company. 

3. The COO will identify and implement strategies to improve overall operating income and have an 
in-depth understanding of the financial and operational implications of those strategies.   

4. The COO will work with the CEO and CFO on long term strategy, mergers and acquisitions. 

RESPONSIBILITIES:         

Leadership 

Develop for CEO approval: Operational strategy, business objectives, budgets, policies, and plans which 
will achieve company growth and profitability goals 

 Communicate business objectives and plans within the company 

 Ensure that plans and policies are consistently understood, correctly interpreted and administered 
by subordinate managers 

 Carry out the vision for the company's relationships with its employees, suppliers, and customers 
through management actions and written/verbal communication 

 Instill at all levels of operations the philosophy of continuous improvement.  The following key 
metrics should be targeted for implementation and continuous improvement: Revenue Earning 
initiatives, EBITA profit margins, operating expenses, cash flow, on time delivery, lead times, 
quality, and inventory 

 Attract, hire, train, develop and direct a staff of professional managers to oversee each of their 
specific areas of responsibility to achieve company goals and objectives 

 Provide timely, ongoing and consistent direction, performance coaching and honest feedback 
through one-on-one meetings, year-end appraisals and informal in-the-moment coaching 

 Working with the CEO and CFO, identify and evaluate potential mergers and acquisitions that will 
strengthen the company 

Management 

 Direct and oversee all operations to achieve planned performance goals 

 Ensure that each department is properly organized, staffed, and directed to fulfill its 
responsibilities 

 Assure the development of operation-level planning and control systems and other management 
systems that may be required to ensure effective control of the company 

 Supervise immediate subordinates and prescribe broad areas of responsibilities for each 
subordinate and authority levels regarding policies, contractual commitments, expenditures, and 
personal actions 
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 Generate all applicable reporting to corporate; assuring compliance with internal policies and 
procedures 

 Maintain accurate, timely and transparent information regarding employee performance 

 Utilize progressive discipline practices to address sub-standard performance in a timely manner 
and carry out with dignity and respect 

 Invite and accept feedback and provide upward feedback 

 Responsible for own continual individual self-development and improvement of PBDC’s 
leadership success criteria 

Planning 

 Work with the CEO and CFO to develop the company’s strategic plan, the annual tactical 
business plans, and the annual budgets 

 In collaboration with the CEO and CFO, analyze and interpret market information in order to 
develop marketing and sales responses to gain market share and improve profitability 

 Constantly analyze current or potential weaknesses within the company and develop solutions for 
each problem and potential problem 

 Develop procedures to monitor and achieve the annual tactical plans 

 Contribute to the development of the company’s vision and mission 

 Resource Development 

 Responsible for the controlled development of the organization, personnel, products, services, 
technology, and select financial resources to secure the position of the company and to facilitate 
its planned growth 

 Ensure the attainment of objectives through the selection, development, motivation, evaluation, 
and promotion of human resources 

 Communications 

 Present and support varied points of view relative to corporate strategy and decision making to 
the CEO 

 Support the company’s values, principles, vision, mission 

 Serve as the voice of the customer between subsidiary and functional leadership 

 Operations 

 Implement and utilize processes throughout operations to achieve profit objectives 

 Prepare and review contracts for final review by the CEO 

 Develop and implement key operational performance metrics to manage your areas of 
responsibility 

 Provide oversight to the operations of all subsidiaries 

 Develop new and grow existing relationships with key customer streams and support sales to 
ensure customer satisfaction 

 Maintain compliance with all legal requirements and assist CEO to ensure that company and all 
subsidiaries are meeting them 

 When needed, work with the CEO to implement the expansion of equipment and facilities to meet 
short and long term growth projections 

 Review actual performance to plan and take appropriate actions to meet plan 
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Financial 

 Recommend periodic revenue and profit goals for each area of responsibility 

 Develop and administer overall operating budgets and direct capital expenditures within your 
authority to keep the company competitive 

 Identify new and enhance existing processes designed to promote growth, customer service, cost 
reduction and expense control 

 Understand the monthly financial statements and comprehensively explain variances and results 
in the monthly operations review meeting 

 Report each subsidiary’s performance versus profit plan goals and recommend corrective actions 
for underachievement 

Ideal Experience 

 At least 5 Years of senior operations experience 

 At least 10 years of proven success in a senior management role in achieving substantial 
improvements in business operations resulting in significant and steady increases in profitability 
over the course of several reporting periods 

 A minimum of 15 years of general management experience as well as strong financial 
implications experience within Federal and commercial businesses and proven vertical growth 
with prior P & L responsibilities. Must have demonstrated success at managing all functions 
including finance, HR, sales & marketing, customer service, quality, scheduling, purchasing and 
information systems     

 Strong knowledge of and experience with planning and budgeting 

 Business degree or commensurate experience 

 


