
File  C5-111
December 2009

www.extension.iastate.edu/agdm

Top Management and Key Personnel Positions in a Business

As you develop your business plan, a man
 agement team needs to be pulled together, 
 with serious thought given to the key posi-

tions that need to be fi lled and who should fi ll them. 

The path of least resistance should be avoided – that 
is, placing close friends and relatives in key posi-
tions simply because of who they are. There are two 
criteria to justify placing someone in a position on 
your management team. First, does the person have 
the training and skills to do the job. Second, does the 
person have track record-proven talents.

Often, a management team evolves over time. 
Members of your team may wear several hats until 
the company grows and the company can afford the 
additional team members. A large business may have 
some or all of the following positions.

Top Management Positions
• Chief Executive Offi cer (CEO) or Presi-

dent — This person will be the driving force 
behind the company; he or she will make 
things happen, put together the resources to 
support the company and take the product to 
the market place.

• Chief Operating Offi cer (COO), Vice 
President of Operations or General 
Manager — Whether called an organizer, 
an inside manager or an operations person, 
this person is the one who will make sure 
company operations fl ow smoothly and 
economically.  He or she is responsible for 
making certain that necessary work is done 
properly and on time. An understanding of 
details of the business and an enjoyment of 
handling details are necessary. 

• Vice President of Marketing or Marketing 
Manager — Few businesses can be success-
ful without marketing their products to the 
customer. The individual in this slot must 
have both marketing and industry experi-
ence.

• Chief Financial Offi cer (CFO) or Con-
troller — You may wish to establish two 
positions or combine both roles into one. 
The responsibility of one role is to seek 
money; that is, to look for investors and deal 
with banks, lenders, etc.  This function also 
could be assigned to another team member, 
such as the CEO or the General Manager.  
The responsibility in the Controller role is 
to manage money and watch over the assets 
of the company. It is not uncommon to have 
the same individual seek money and manage 
money. 

• Vice President of Production or Produc-
tion Manager — Good production manag-
ers with specifi c industry knowledge and 
experience are sometimes diffi cult to fi nd. 
In the beginning, you may subcontract some 
production.

Key Personnel
In a small business there often are few staff people 
with many duties. Because some people must wear 
several hats, it is important to clearly identify the 
duties and responsibilities of each of the hats. Below 
is a sample outline of some of the key personnel in 
a business. Because the focus of  businesses varies 
greatly, the number of key personnel and its organi-
zational structure can vary substantially. However, 
most businesses will have many of the key personnel 
listed.  

Don Hofstrand
 extension value-added agriculture specialist

co-director Ag Marketing Resource Center
641-423-0844, dhof@iastate.edu

Verl Anders, retired



Page 2 File C5-111

Key personnel in a value-added business and their 
duties include:

• Operations manager.  This individual is 
the leader for the operation and has overall 
responsibility for the fi nancial success of the 
business. The operations manager handles 
external relations with lenders, community 
leaders and vendors. Frequently, this indi-
vidual also is in charge of either production 
or marketing for the business.  This person 
will set in motion the vision, strategic plan 
and goals for the business.

• Quality control, safety, environmental 
manager.  This is a key function in any 
industry and, in particular, one that deals 
in food products. In a small business, one 
person generally will be responsible for han-
dling OSHA compliance, EPA compliance, 
monitoring air and water quality, product 
quality, training of employees in each of 
these areas and fi ling all necessary monthly, 
quarterly and yearly reports.

• Accountant, bookkeeper, controller. This 
is another key function. The individual 
fi lling this role has the responsibility for 
monthly income statements and balance 
sheets, collection of receivables, payroll and 
managing the cash. The key aspect here is 
managing the cash. 

• Offi ce manager.  The person in this slot 
also may serve as human resource direc-
tor, purchasing agent and traffi c cop with 
salespeople and vendors.  This employee, 
in general, will oversee everything not 
involved in production and may also handle 
some marketing duties.

• Receptionist.  Sometimes called the front-
line person, the receptionist handles phone 
calls, greets visitors, handles the mail, does 
the billing and performs many other tasks as 
required by the offi ce manager.

• Foreperson, supervisor, lead person. This 
individual is the second-in-command in 
the shop and will oversee production in the 
absence of the owner, general manager or 
president.  This position usually will have 
an overall understanding of all aspects of the 
business and also will handle working with 
new employees, including setting up training 
and schedules.

• Marketing manager. If fi nances permit, 
a marketing manager may be on staff to 
handle all aspects related to promoting and 
selling the product.  The top management 
person often handles this duty in a small 
business.

• Purchasing manager. Duties of this posi-
tion may be fi lled by either or both the gen-
eral manager/top management person and 
the offi ce manager. The supervisor or lead 
person often also is involved.

• Shipping and receiving person or man-
ager. This may not be a full-time position 
in a start-up business. Someone, however, 
needs to be assigned the task of packaging, 
ordering transportation for delivery, receiv-
ing incoming material and warehousing of 
fi nished goods and stock.  Several people 
may be involved in this, including the offi ce 
manager, foreperson or accounting clerk. 

• Professional staff.  Instrumental in each 
company, new or existing, are the fi rm’s 
professional staff resources. These include 
an accountant (CPA), a lawyer, a computer 
consultant and, possibly, a local doctor or 
access to a medical facility. Although per-
haps not outlined as full-time staff positions 
in your organization, these roles should be 
considered a part of the management team 
and discussed in the development of the 
business plan.

. . . and justice for all            
The U.S. Department of Agriculture (USDA) prohibits discrimination in all its programs 
and activities on the basis of race, color, national origin, gender, religion, age, disability, 
political beliefs, sexual orientation, and marital or family status. (Not all prohibited bases 
apply to all programs.) Many materials can be made available in alternative formats for 
ADA clients. To fi le a complaint of discrimination, write USDA, Offi ce of Civil Rights, 

Room 326-W, Whitten Building, 14th and Independence Avenue, SW, Washington, DC 
20250-9410 or call 202-720-5964.
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Extension Service, Iowa State University of Science and Technology, Ames, Iowa.


