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BQ Solutions Job Description
The job description is used in the recruitment process to inform the applicants of the job profile and requirement of the scope, duties, tasks, responsibilities and working conditions related to the job with BQ Solutions. Also, used at the performance management process to evaluate the employee’s performance against the description.
	OVERVIEW

	Job Grade
	A2

	Job Title
	Chief of Staff to the CEO

	Strategic Business Unit
	[bookmark: Check4]|X| BQ Solutions     |_| Barzan Holdings  |_| Other JVs ……………..

	Department
	CEO Office

	Reports to
	CEO



	QUALIFICATIONS/REQUIREMENTS

	Job description in general
	Key Responsibilities
Executive Support and Strategic Coordination
· Serve as the primary liaison between the CEO and senior leadership team, clients, stakeholders, and external partners.
· Support the CEO in developing and executing strategic priorities and company-wide initiatives.
· Manage and monitor the execution of key decisions, ensuring alignment across departments and tracking accountability.
· Draft high-quality briefing notes, position papers, presentations, and executive communications.

Governance and Organisational Effectiveness
· Facilitate the preparation, delivery, and follow-up of internal governance meetings, board sessions, and leadership briefings.
· Ensure actions and strategic deliverables from leadership meetings are tracked and completed.
· Lead and support special projects as assigned by the CEO, including cross-functional initiatives, strategic reviews, or client engagements.

Operational Oversight
· Coordinate internal processes that support CEO-led functions including reporting, external communications, performance monitoring, and risk management.
· Identify and implement improvements to organisational workflow, information flow, and executive decision-making processes.

Business Development and Financial Insight
· Support the CEO in shaping and executing business development strategy, including opportunity identification, pipeline tracking, and strategic partnerships.
· Contribute to the development of proposals, commercial models, and client engagement strategies to support growth across key portfolios.
· Provide financial insight and coordination to support budgeting, forecasting, and performance monitoring, ensuring alignment with strategic priorities.
· Assist in evaluating commercial opportunities, investments, and partnerships through structured analysis, financial assessment, and scenario modelling.
· Work closely with Finance and Business Development functions to ensure integration between strategic objectives, financial performance, and delivery outcomes.

Stakeholder Engagement
· Support high-level engagement with defence sector stakeholders, government bodies, and international partners.
· Represent the CEO when appropriate in internal and external settings, ensuring clarity and consistency of message and intent.


	Job specific technical skills
	Preferred Attributes
Previous Experience Working with C-Suite or High-Ranking Military/Government Officials
Proven ability to operate effectively in high-level environments, demonstrating confidence, discretion, and political acumen.
Demonstrated Ability to Manage Complex Projects with Multiple Stakeholders
Capable of aligning objectives, mitigating risks, and driving execution across departments and partners.
Familiarity with Qatar’s Defence and Strategic Sector Landscape
Understanding of the regulatory environment and institutional dynamics within Qatar’s defence and government sectors.
Strong Interpersonal Skills, Sound Judgment, and a Solution-Focused Mindset
Brings emotional intelligence, professionalism, and a pragmatic, forward-thinking approach to problem-solving.

Key Competencies
Strategic Thinking and Alignment
Aligns workstreams and initiatives with the CEO’s vision, synthesizing complex information to support strategic direction.
High-Level Communication and Influence
Produces clear, compelling communication and influences outcomes across senior stakeholders.
Decision Support and Analytical Reasoning
Supports informed decision-making through structured analysis, incorporating data, stakeholder input, and financial insight to assess options and model scenarios.
Commercial Acumen and Financial Awareness
Demonstrates strong understanding of business drivers, revenue models, and financial performance. Able to interpret financial data, support budgeting and forecasting, and contribute to commercial decision-making aligned to organisational growth.
Discretion, Integrity, and Professionalism
Handles sensitive information with complete confidentiality and represents the CEO with credibility.
Initiative, Adaptability, and Resilience
Acts proactively, adapts to shifting priorities, and maintains composure in high-pressure environments.

Key Deliverables
· CEO Executive Dashboard and Reporting Pack 
· Design, maintain, and deliver a high-level executive dashboard that consolidates KPIs, strategic initiative progress, operational metrics, and organisational performance for the CEO.
· Coordinate quarterly updates by gathering input from department heads, ensuring consistency, accuracy, and strategic relevance.
· Extract, analyse and use data (through visualisation) to support decision-making and alignment with business goals.
· Strategic Planning Cycle Documentation and Timelines
· Develop and maintain the annual strategic planning calendar, aligning key milestones (e.g. planning sessions, offsites, goal setting, reviews) across departments.
· Ensure timely distribution of guidance, templates, and facilitation materials to support executive and departmental planning efforts.
· Document outcomes of planning cycles and track implementation progress across the year.
· Action-Tracking System for Leadership Team Decisions
· Establish a transparent mechanism to capture decisions and actions from executive leadership meetings.
· Monitor completion status, assign owners, and escalate delays or blockages to the CEO as needed.
· Generate regular summaries and follow-up reports to ensure accountability.
· Governance Calendar and Briefing Packs for Board/Committee Meetings
· Maintain an annual schedule of board, committee, and leadership governance meetings.
· Coordinate the timely preparation of pre-read materials, briefing packs, and minutes for each session.
· Ensure documents are consistent, accurate, and aligned with governance protocols.
· Executive Communication and Internal CEO Messages
· Draft and review speeches, internal memos, public statements, CEO emails, and talking points.
· Ensure consistency in tone, strategic alignment, and clarity in all CEO messaging.
· Manage timely communication of CEO messages during periods of change, performance reviews, or milestones.
· Progress Reports on CEO-Prioritised Initiatives and Special Projects
· Track and report on strategic programs and initiatives sponsored or directly overseen by the CEO.
· Provide analysis, risk identification, and timely mitigation recommendations for projects that are delayed or off-track.
· Prepare executive summaries and briefing updates for stakeholders and partners as required.
· Stakeholder Maps and Engagement Logs for High-Priority Partnerships
· Maintain updated stakeholder maps to reflect key relationships across government, defence, and commercial sectors.
· Track meetings, engagements, commitments, and outcomes in a secure and structured format.
· Provide the CEO with engagement insights and recommendations to deepen key partnerships.
· Internal Briefing Notes and Scenario Analyses for Critical Decisions
· Prepare concise, well-researched briefing notes to support CEO decision-making, covering context, risks, options, and recommendations.
· Conduct scenario modelling and what-if analyses for high-stakes or complex choices.
· Coordinate cross-departmental input to ensure well-rounded perspectives in decision support materials.


	Education and Certification requirements
	· Bachelor's degree in Business Administration, Public Policy, Defence Studies, or a related field (Master’s degree preferred).

	Years of experience requirements
	· Minimum 8–10 years of progressive experience in strategic or executive support roles, preferably in defence, consultancy, or government sectors.
· Strong understanding of business operations, financial principles, and commercial strategy within a complex organisation.
· Advanced proficiency in Microsoft 365 (Excel, PowerPoint, Word, Outlook, and Teams).
· Working knowledge of SharePoint and Microsoft 365 task management tools (Planner, To Do); familiarity with Microsoft Project is advantageous.
· Strong background in executive coordination, strategic planning, governance, and cross-functional delivery.
· Excellent written and verbal communication skills; ability to write for executive audiences.
· Proven ability to manage confidential information with discretion and professionalism.P


	WORKING CONDITIONS

	Working Environment
	Based in Doha, Qatar, with regular external engagement and occasional international travel alongside the CEO.








Commercial in Confidence
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