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“Because People Are Your Greatest Asset”
	Position Title: Director, Business Continuity 
	Location: Anywhere, XY USA

	
	

	Reports to: Vice President, Risk Management
	Business Line: Corporate Services

	
	

	Grade: 8
	Department: Risk Management

	
	

	Status: Exempt, Full-time, Permanent Employee
	Job Code: AB1453

	
	

	Salary: Will be based on experience
	Date: 09/13/05


	Company Information:




	Position Summary (purpose): 

Responsible for overseeing the development, implementation, testing, education and maintenance of the enterprise contingency program across all departments.  Will provide the strategic vision with regards to directing the business continuity and disaster recovery initiatives globally throughout the company.  Will ensure a high level of awareness across the company as well as the appropriate preparedness of personnel during an event of a disaster.  


	Primary Responsibilities:

· Serve as the champion for enterprise contingency planning across all departments.

· Create and implement a global methodology for the purpose of conducting the business impact analysis to ensure all appropriate information is gathered and thus ensure the assessment of business and technology risks are appropriately identified and evaluated.

· Assess the business and/or financial impact of each critical and important business and technology function and identify an acceptable recovery time objective for all functions.

· As required, meet with executive management to present and discuss methodologies, requirements and strategies for enterprise contingency planning.

· Develop and communicate company wide the overall strategy for contingency planning, including standards and procedures.

· Manage the development of an enterprise contingency program that encompasses the recovery efforts of all business and technology functions during a disaster as well as the emergency response planning initiatives.

· Develop an awareness program to be used company wide for the purpose of educating company employees on the importance of an enterprise contingency program and inform them of the processes to follow during a disaster.

· Maintain documentation as it relates to the business impact analysis, recovery plans, contact lists and test plans. 

· Develop and launch recovery exercise methodologies and tests.  Re-evaluate the contingency program based on the results of these exercises/ tests and update accordingly.

· Develop a measurement evaluation tool for the purpose of ensuring a continued state of readiness throughout the contingency program.

· Evaluate and implement alternative communication channels to be used during a disaster.

· Assess and negotiate service contract agreements with external service providers as it relates to contingency planning.

· Provide leadership and management in the event of a disaster.

· Monitor the contingency program as it relates to audit and regulatory compliance.
· Attend internal/ external meetings, seminars, conventions, etc., to expand professional expertise and maintain professional contacts that support assigned functions.
· Position will require some travel and off-hour, on-call support (on an as needed basis).


	Key Relationships:

· Global IT Group
· Legal and corporate entities
· Executive Management

· Strategic customers and vendors
	Focus:

· Align activities with best practices within contingency planning initiatives.

· Assess the company’s ability to meet regulatory and audit requirements.

· Create awareness and present findings on industry standards and best practices in order to elevate the contingency program.

· Evaluate current contingency planning initiatives to ensure a complete recovery program is implemented and address issues to satisfy recovery initiatives during a disaster.


	Key Performance Indicators (Used to assess performance):

· Company awareness and personnel preparedness throughout the company.

· Level of audit and regulatory compliance.

· Number of company functions that are recovery capable.

· Executive understanding of contingency planning initiatives.

· Customer satisfaction among all departments.


	Required Experience: 

· Bachelor Degree 

· 10+ years experience within contingency planning initiatives.

· 5+ years managing contingency planning initiatives.

· 5+ years experience with large project management.

· Possess exceptional knowledge with contingency planning initiatives.

· Proven previous experience recovering a company from a major disaster.

· Proven ability to work within complex project work under tight deadlines.

· Ability to work with all levels of personnel from end users to executive management.

· Polished presentation skills to both large groups and executive management/ board meetings.

· A strategic vision and the ability to build business case scenarios.

· Excellent organizational skills with a proven ability to manage multiple projects simultaneously.

· Strong analytical and developmental skills.

· Excellent communication skills (verbal and written).

· The ability to clearly communicate ideas and direction.


	Desired Experience: 

· Master degree with a business or computer science focus.

· Certification – multiple desired, but not required

· CBCP

· MBCP

· PMP

· CEM

· Experience with Strohl’s LDRPS and BIA Professional


	Core Competencies:


	Emphasis Level
	4
	4
	4
	5
	5
	4

	Level 1-5 (5 being the highest)
	Communication
	Customer Focus
	Problem Solving
	Project Management
	Leadership & Motivation
	Team Work & Team Management


	Continuity Competencies:


	Emphasis Level
	
	
	
	
	
	

	Level 1-5 (5 being the highest)
	
	
	
	
	
	


	Technical Competencies:

	Emphasis Level
	
	
	
	
	
	

	Level 1-5 (5 being the highest)
	
	
	
	
	
	


	Physical Requirements:

Position may require significant amount of writing and keyboard involving repetitive motions with fingers and sitting for prolonged periods of time.  Position requires extensive use of the telephone and face-to-face communications, which requires accurate perception of speech.  Overtime may be required, especially during the time of a disaster.  Occasional travel to other corporate offices may be required.



The above information on this description has been designated to indicate the general nature and level of work performed by employees within this classification.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned to this position.

BC Management, Inc is an equal opportunity employer which provides employment opportunities to all qualified individuals regardless of race, color, religion, sex, national origin, ancestry, age, disability, veteran status, sexual orientation, marital status, pregnancy or other classifications that may be protected by law.
To apply, please submit a cover letter and resume to chaase@bcmanagement.com.  Please include the position title and job code in the subject line of the email message.
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