GUIDANCE NOTES

The survey contains three parts.  You are asked to complete all relevant parts of the enclosed questionnaire or preferably online via our website www.nbsc.co.uk./surveys, through which you may also obtain a spreadsheet version of the questionnaire. 
The three sections of the questionnaire cover the following areas:

Part 1 
Company Contact 
Part 2 
Company Details

Part 3 
Individual Executive Details

This booklet contains the following to assist you with the completion of the questionnaire:

FTSE Industry Sector

Structure chart and job levels

Typical organisation chart

Job codes, titles and profiles

Companies should enter all relevant details for each UK based full-time executive. Please exclude expatriates and overseas nationals who are on expatriate/overseas packages. 

If you require any assistance, additional forms or wish to use web based input please contact either Andy Christie or Nik Smith at New Bridge Street Consultants on: 

Telephone:
020 7282 3030

Fax:

020 7282 0011

Mobile:

0779 502 7051

E-Mail:

andy.christie@nbsc.co.uk or nik.smith@nbsc.co.uk
. 
 Please return hard copies or email completed spreadsheets as soon as possible to:

Andy Christie

New Bridge Street Consultants

20 Little Britain

London EC1A 7DH

It is our intention to publish the names of the participating companies as an appendix to the published survey, unless notified to the contrary.

FTSE Industry Sector

	Aerospace & Defence
	Industrial Metals

	Automobiles & Parts
	Industrial Transportation

	Banks
	Leisure Goods

	Beverages
	Life Insurance

	Chemicals
	Media

	Construction & Materials
	Mining

	Electricity
	Mobile Telecommunications

	Electronic & Electrical Equipment
	Nonequity Investment Instruments

	Equity Investment Instruments
	Nonlife Insurance

	Fixed Line Telecommunications
	Oil & Gas Producers

	Food & Drug Retailers
	Oil Equipment, Services & Distribution

	Food Producers
	Personal Goods

	Forestry & Paper
	Pharmaceuticals & Biotechnology

	Gas, Water & Multiutilities
	Real Estate

	General Financial
	Software & Computer Services

	General Industrials
	Support Services

	General Retailers
	Technology Hardware & Equipment

	Health Care Equipment & Services
	Tobacco

	Household Goods 
	Travel & Leisure

	Industrial Engineering
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Level 1

Executive Chairman/

Chief Executive
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Board Director

Level 3(a) or (b)

Business Unit

Head or 

Head of

Subsidiary

Level 3(a) or (b)

Major

Function Head

Level 4

Function Head

In Business Unit

or Subsidiary

Level 4

Function Head

Level 1

Level 2

Level 3(a) and 3(b)

Level 4

The most senior full-time executive of the parent 

company,  likely to be Chairman or Chief Executive. 

Main Board Executive Director of the parent 

company.

3(a) Senior Head of Function, Business Unit Head 

of Head of a Subsidiary reporting to Level 1 or 2, 

who is responsible for policy and is also a member 

of the Executive Management Committee.

3(b) Senior Head of Function, Business Unit Head 

of Head of a Subsidiary reporting to Level 1 or 2, 

who is responsible for policy but not on the 

Executive Management Committee.

Head of Function in either parent company, 

business unit or subsidiary reporting to level 2 or 

3, who may responsible for policy and/or 

implementation.


NB. The above structure represents a parent company, by definition heads of subsidiary companies and/or business unit heads cannot be level 1.  Similarly, they can only be level 2 if they are Executive Directors on the Board of the parent company.
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JOB CODES, TITLES & PROFILES

CORPORATE ROLES
JOB CODE
JOB TITLE & PROFILE

100
Executive Chairman


Chairman of the Board; may also fulfil the role of "Group Chief Executive Officer".  Accountable to shareholders for the overall strategic leadership, administration and operations of the Company.

101
Chief Executive

Ensures that the company's business activities are profitable, that the assets of the group are efficiently utilised and provide a satisfactory return for shareholders.  Directs the company's planning activities and provides leadership and overall guidance in both the administration and operation of the company.

103
Divisional MD/Head of Operating Unit

Responsible to the Board for a division or primary operating unit. May be a member of the Board or Management Committee of the parent company. Directs and controls that division's total business activities and ensures that its operations are profitable and developed to maximise the return on capital employed both in relation to its short and long-term objectives.  May also have direct responsibilities for group activities and be directly involved in the development and approval of short and long-term group objectives. 

104
Director/Executive Without Portfolio


Responsible for the management of special or strategic projects, such as flotation, demerger or a major change programme. Likely to report to the Chief Executive or other main board director.

105
Head of Business Development/Strategy

Responsible for developing long-term strategy for the group, including identifying new business opportunities, business planning and developing strategic partnerships. Extensive liaison with senior management from both within the business and external parties will also be involved. 

106
Chief Operating Officer


Responsible to the Board for the overall operation of the company's business activities. Determines the company’s overall business strategy and policy with particular emphasis on commercial and operational performance issues.

107 Corporate Affairs Director
Responsible for ensuring that the company’s operations and objectives are represented positively and accurately to the media, the financial community, investors and the general public. Directs the formulation of corporate relations policy and strategy.
ADMINISTRATION/LEGAL ROLES
JOB CODE
JOB TITLE & PROFILE

201

Head of Property

Responsible for the company's entire property portfolio.  This will include recommendations for acquisitions/disposals and the implementation of agreed decisions.  Also includes maintenance, refurbishment, lease negotiation and rent reviews.  May also include aspects of facilities management.

202

Facilities Manager

Establishes up-to-date standards for all office premises, furniture, equipment and stationery and acquires them in a cost-effective manner. Co-ordinates office, service and related activities, including developing and supervising programmes for the maximum utilisation of services and equipment.  Co-ordinates acquisition, fitting-out, modification and maintenance of company premises.

203
Head of Public Relations


Develops and administers a public relations programme designed to effect and improve understanding by the public and employees of the company’s objectives and achievements.
.

210
Company Secretary

Ensures that all statutory and public disclosure requirements are complied with and that information required by the Board for meetings is available to each Director on time and in a suitable form.

211
First Deputy/Assistant Company Secretary

Deputises in the absence of the company secretary. Provides support to company secretary in all statutory and disclosure requirements.

212
Company Legal Advisor

Provides legal counsel and guidance to the Company and ensures that its operations are conducted within the limits prescribed by law and that its rights are fully protected.  May also have responsibility for negotiation and drafting of all commercial contracts.
213
Head of Compliance

Responsible for the development and implementation of policies and procedures to ensure that the company is complying with requirements and standards which may be imposed by external agencies or which may reflect "best practice" demanded by the Industry.

214
Head of Legal and Company Secretary

Combines roles of both Company Legal Advisor and Company Secretary. Consequently more likely to be a Director or a Senior Head of Function
.

ADMINISTRATION/LEGAL ROLES (Continued)

JOB CODE
JOB TITLE & PROFILE

215
Head of Investor Relations

Ensures that the perception of the company within the financial community is optimised, arranging presentations and responding to enquiries from analysts, bankers and shareholders as to the company’s financial and trading position.
216
Risk/Insurance Manager


Responsible for all risk management and/or insurance activities throughout the company, responsible for the assessment of the value of assets and resources in the company, identifying areas for potential risk and communicating within the company those areas of current and potential risk.

217
Head of Communications


Responsible for all internal and external communications throughout the company, providing a standardised format and acceptable identity for the organisation both when dealing with the media or presenting the company externally.
218
Actuary
Responsible for the provision of financial and commercial advice and support for the organization by resolving a variety of complex mathematical problems.   Enables the company to better manage and organise their business and financial resources for the immediate and long term. They do this through the analysis and manipulation of data to assess risks and estimate outcomes.  May include such areas as life assurance, pensions, acquisitions, corporate recovery and employee benefits. 

219
Underwriter

Responsible for the decision as to whether an application for insurance cover (risks) should be accepted and on what terms. Responsible for assessing that risk according to the likelihood of a claim being made by weighing up a number of factors and asking for detailed information from prospective clients (policy holders). 

DISTRIBUTION/PROCUREMENT/BUYING ROLES
JOB CODE
JOB TITLE & PROFILE

300
Head of Distribution/Logistics

Develops, provides and maintains an economical and efficient transportation/distribution/warehouse service for the company and its customers, including the routing of inbound and outbound shipments and the ordering and distribution of materials and goods.

301
Head of Procurement/Purchasing

Ensures that the company's purchasing activity is conducted efficiently with a view to optimising economy in purchase, quality of materials purchased, reliability of supply and timeliness of delivery.

302
Head of Buying


In a retail operation overall responsibility for the buying activity of the company, providing the strategic direction and organisation to the buying function, approving strategic business plans and identifying and negotiating strategic alliance relationships.

.                          

FINANCE ROLES
JOB CODE
JOB TITLE & PROFILE

400
Finance Director/Head of Finance

Establishes and directs all financial policies of the company and provides financial information to the Chief Executive and the Board.  Ensures that the profits of the company are protected through the establishment of adequate financial controls including effective internal audit, controls over cash, capital expenditure and investments.

401
Financial Controller

Develops accounting principles, practices and procedures and directs the preparation of all accounting records.  Directs the analysis and interpretation of statistical and accounting information and appraises operating results in terms of cost, budgets and other operating policies.

402
Chief Accountant

Administers and interprets company accounting policies as they apply to the business; supervises accounting function and compiles and analyses reports and statistical statements.  Devises and installs procedures, accounting systems and accounting standards as may be required for the proper performance of the accounting function within the limits of approved practice.

403
Treasurer

Plans, directs and controls the company's treasury activities including placement of borrowing and movement of surplus funds including short, medium and long- term requirements including any currency hedging requirements.

404
Taxation Manager

Advises on corporate tax policy and corporate tax function.  Participates with other top executives in planning the company’s activities in all phases of its operation to minimise tax costs, including the organisation and supervision of tax research and tax compliance activities.

405 Head of Internal Audit

Responsible for and directs the internal audit function to investigate and to recommend improvements to financial systems, procedures and processes and to monitor and build appropriate implementation and monitoring processes, may also include any compliance issues.
HUMAN RESOURCES ROLES
JOB CODE
JOB TITLE & PROFILE

500
Personnel/ HR Director/Head of Human Resources

Initiates and administers personnel policies and programmes for the company and ensures the availability and effective use of human resources to promote company growth, development and profit.

501
Remuneration and Benefits Manager

Maintains and ensures that remuneration systems and procedures are fully utilised and adhered to within the company and promotes equitable internal and external pay rates and benefit plans for staff, may also act as internal adviser to the Remuneration Committee.
502
Head of Pensions

Manages the affairs of the pension fund(s), ensuring that the implications of legislative and other external influences are drawn to the company's attention, and that an efficient and accurate administration system is in operation.

503 Management Development and Training Manager


Develops, administers and co-ordinates management talent. Is responsible for training, appraisal, placement, counselling and related programmes designed to provide qualified management personnel for the company.

504 Head of Health and Safety

Manages all aspects of health and safety including risk assessment, checking of new and existing equipment and formulating and updating policy for the company.  Also responsible for all associated training and communication including liaison with external bodies and environmental agencies to ensure that all appropriate legislation and regulations are met.
MANUFACTURING/TECHNICAL ROLES
JOB CODE
JOB TITLE & PROFILE

600
Head of Manufacturing/Production

Formulates and recommends manufacturing operations, policies and plans which enable the company to produce the required products on time within both quality and cost objectives.

601
Head of Research and Development

Ensures that the company's product development and quality is acceptable to the market and/or standards set by regulatory bodies.  Formulates research and development programmes, policies and procedures, manages research and development laboratory studies, directs projects designed to increase the company's profit opportunities.

602
Head of Engineering

Ensures the entire operation of the engineering plant and control of the engineering functions are in accordance with production plans and that they support company needs.

603
Head of Operations

Provides strategic leadership to ensure that the company’s operating policies and procedures are maintained throughout the network of branch offices/outlets/activities.  Reviews the performance of those areas of responsibility and controls branch/area activities by monitoring performance and staff structures to achieve sales objectives and profit contribution.

604 Technical Manager

Provides technical expertise and supervision to manufacturing operations.  Particularly important in the pharmaceutical and biotechnology sectors, as may be ultimate overseer of process of researching new products. Please note that this position generally does not have information technology responsibilities.

MARKETING AND SALES ROLES
JOB CODE
JOB TITLE & PROFILE

700
Head of Marketing and Sales

Develops objectives, policies and plans for the marketing and sales activity of the company, which will achieve revenue and profit objectives.

701
Head of Marketing

Develops objectives, policies and plans for the marketing activity of the company, which will achieve revenue and profit objectives approved by the Board.

702
Head of Sales

Plans, controls and directs activities of the field sales force to obtain maximum sales volume and to develop maximum potential sales from all markets for the company's products.

SYSTEMS AND IT ROLES
JOB CODE
JOB TITLE & PROFILE

800
Head of Information Technology

Directs the IT activities of the company and provides management direction and leadership in computer and communications applications development and MIS operations.  Provides advice and counsel to management concerning the application of computing techniques to corporate requirements including responsibility for e-commerce.

801
Systems Manager

Manages the overall development of systems and ensures they are consistent with the organisation’s short and long-term goals. Provides advice to specific user departments concerning the application of computing techniques. Devises computer system requirements and designs and develops procedures to process data. 
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