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Dayton’s Bluff District Four Community Council Position Description Title: Executive Director Type: Part-time, salaried. Summary: The Executive Director is responsible for providing sound advice and guidance to the Board of Directors, for developing and managing the resources of the organization, and for the successful implementation of all programs, projects and initiatives within the context of Board-approved strategic direction and the annual work plan. Supervision: The Executive Director reports to the Board of Directors and is directly supervised by the President of the Board of Directors. Responsibilities: 1. Administration and Financial Management a. Manage contracts, income, expenditures, assets, accounting systems and internal controls. b. Prepare timely and accurate reports to funding organizations. c. Prepare timely and accurate financial reports for the Board of Directors. d. Develop sound internal fiscal policies and practices. e. Prepare the annual budget. f. Manage day-to-day administrative matters. 2. Management and Implementation of Annual Work Plan and Ongoing Programs and Projects a. Manage all programs and projects. Implement programs and projects as directed. b. Develop success measures and methods of evaluating programs and projects. c. Prepare timely and substantive program and project reports for the Board of Directors. 3. Funding Development a. Prepare and implement annual development plan with input from the Board of Directors. b. Develop funding proposals, relationships with funding organizations and funding strategies.



4. Personnel Management a. Manage personnel policies. b. Be responsible for the hiring, firing, supervision, evaluation and jobrelated personal development for all staff. c. Ensure compliance with existing organization policies, along with applicable state and federal employment laws and regulations. d. Manage compensation and benefits adjustments within the context of the approved annual budget and organizational policies. 5. Board Development and Planning a. Under the direction of the Board of Directors, coordinate training opportunities for Board members, staff the strategic planning processes, and arrange for educational and/or consultative resources. b. Provide sound advice and guidance to the Board of Directors on legal, fiscal, strategic, policy, and governance related matters. c. Other duties as directed by the Board of Directors.



Experience and Qualification Requirements: 1. Five (5) years experience managing small non-profit organizations and/or programs. 2. Excellent oral and written communication skills. Candidate should have a proven capacity to write compelling copy to motivate volunteers, author grant proposals, generate clear and concise reports and engage with a diverse community. 3. Excellent bookkeeping skills, especially using Quickbooks. 4. Experience and/or training in community and issue organizing. 5. Demonstrated ability to write grant applications, informative articles, compelling proposals, situational assessments and other documents needed to advance organizational objectives. 6. Capacity to effectively use electronic communication, social media and printbased communication in promoting organizational objectives. 7. Understanding of and familiarity with urban and community planning, neighborhood and community organizations, and local and state government laws and regulations. Preferred Qualifications: 1. BA or BS in Communications or Management-related field. 2. Seven (7) years experience as an Executive Director or Program Manager. 3. Demonstrated success with raising funds in various ways including direct solicitation, organizing fundraisers, as well as preparing and submitting grant requests and reports to government agencies, foundations, and corporations 4. Experience managing funds and contracts.



Evaluation: The Executive Director’s job performance is reviewed annually by the Executive Committee and is reported to the Board of Directors. Performance objectives and the compensation level for the next year are set as a result of the performance review and are also reported to the Board of Directors. Compensation: $23-25.00 per hour. Revised and approved October 18, 2010
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