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                       EXECUTIVE DIRECTOR Job Description
Development

· Work with the board to acquire philanthropic resources from a variety of potential sources

· Identify and engage prospective donors, initiate contacts with them and subsequently build a relationship; must be willing and able to effectively ask for appropriate financial contributions at the appropriate time

· Expertise in social networking and online fundraising techniques and resources 

· Identify and cultivate financial and professional advisors

· Develop materials to educate donors and professional advisors of Foundation services

· Responsible for annual appeal 

· Work with Special Events committee to administer special events, including the annual dinner, plus at least one other event annually
· Staff the Development and Special Events Committees of the Board of Directors, arranging meetings and preparing minutes, reports and other materials
Internal Management/Capacity Building

· Responsible for the overall financial and administrative duties of the Foundation
· Ensure compliance with:



-Changing IRS requirements




-Pennsylvania BCO-10 (PA nonprofit organization) annual renewal filing



-Annual IRS Form 990 filing


-Audit
· Build the Foundation’s capacity through the development, implementation and regular review of policies and procedures

· Conduct research, provide information and analysis, and formulate recommendations for the Board of Directors on policy decisions.

· Supervise staff (staff meetings, assess training needs, annual performance reviews)
· Staff all appropriate board committees and provide administrative assistance, i.e. working with chairs to set meetings, sending reminder emails, keeping records and sending email minutes/tasks to each committee member, and executing committee directives
Promotion & Marketing
· Work with Communications Officer on annual marketing communications plan that increases awareness of the mission, services and accomplishments of the Foundation
· Educate prospective donors, including individuals, corporations and other nonprofit organizations, through presentations concerning the Foundation’s mission, services, and accomplishments
· Develop and build relationships that will lead to partnerships, alliances, donations, and sponsorships of the Foundation’s mission 

· Design and write annual report
· Review and research technology needs on an annual basis
· Provide administrative assistance to marketing committee

Community Leadership & Partnership

· Create opportunities for the Foundation to serve as a promoter of nonprofit capacity building.  
· Research & disseminate nonprofit organization best practices to Armstrong County’s nonprofit community

· Partner with local agencies as appropriate to promote the Foundation’s mission and encourage community and economic development efforts, such as:
· Kittanning Revitalization Committee

· Suicide Prevention Task Force of Armstrong County
· Establish good working relationships with other philanthropic, industry, service and governmental organizations

· Represent the Foundation’s interests to the community and at regional and national meetings of government and philanthropic organizations, including but not limited to:


-Grantmakers of Western PA (1 event/yr)



-PANO (Pennsylvania Association of Nonprofit Orgs) (1 event/yr)

Special Community Initiatives & Events

· Plan and organize community outreach & education events, such as:


-Formation of local Historical Societies’ coalition 2005



-Early literacy “Armstrong Books for Children” 2005-2006



-Adult literacy “The Big Read” w/Kittanning Library 2007



-Jack Schultz economic development training 2008


-Armstrong County Tourist Bureau “Project 365” 2009


-Dan Shilling “Civic Engagement & Tourism” 2009


-FLAG “Sustainability Conference” 2010


`Day of Giving 2010-2015
Grantmaking Program

· Promote Foundation grantmaking program through press releases, website updates, emails to appropriate agencies/organizations

· Provide guidance and technical assistance to not-for-profits in meeting the foundation’s grant making guidelines. 

a. Advise applicants on the basics of grant seeking.

b. Assess eligibility and appropriateness of proposals relative to Foundation priorities and history.

c. Read proposals and grantee’s self evaluation reports.

a. Conduct additional research and inquiries as necessary

b. Perform due diligence investigation of applicants

c. Provide feedback to applicants on draft proposals as requested
d. Assess project feasibility.

e. Provide assistance to Grantmaking Committee

f. Assist grant recipients with final reporting to the Foundation
· Assure grants are made from all available funds annually, both restricted & unrestricted, and work with donors to assess their charitable interests
· Provide administrative assistance to Give365 Committee re: keeping them on track regarding the timeline and educating them on grantmaking basics
· Provide administrative assistance to the Grantmaking Committee

Scholarship Program, Post-Secondary

· Promote Foundation scholarships

· Provide administrative assistance to Scholarship Committees
· Supervise Administrative staff regarding:

· Contact schools, principals, teachers, guidance counselors

· Provide assistance to applicants, as necessary

· Track application process, contact students to finalize applications (all necessary forms, letters, and materials are received)
