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ASSISTANT EXECUTIVE DIRECTOR
Job Description

CLASSIFICATION: Assistant Executive Director
DEPARTMENT: Executive

POSITION MOST CLOSELY ASSOCIATED WITH:  Executive Director

EMPLOYEE STATUS:  FLSA Exempt

NATURE OF WORK:

Serves as the chief administrative official for the National Service Foundation in direct support of the Executive Director. Supervises and coordinates the goals, tasks and activities of a Foundation staff function to best support current and evolving work demands.  Oversees national thrift store operation, providing regular progress reports on behalf of executive director, to appropriate National Committees.  Serves in executive director capacity during absence of chief official.  Manages strategic planning function for Foundation.

ORGANIZATIONAL RELATIONSHIPS:

Day to day management of the Comptroller, fund-raising, Foundation portion of the human resources management functions. Accountable to the NSF Executive Director.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Responsible for all activities when Executive Director is absent.

Plan, develop, organize, implement, direct and evaluate the Foundation staff’s administration function and performance. 

Develops, in support of the Executive Director, the organization’s plans and programs as a tactical partner in evaluating and advising on the impact of long range planning and changes in work requirement for the staff.  Accomplished in coordination with the Director of Human Resources and the Comptroller.

Enhances and/or develops, implements and enforces policies and procedures of the organization by way of systems that will improve the overall operation and effectiveness of the Foundation.

Establish credibility throughout the organization and with the Board as an effective developer of solutions to administrative business challenges.  This would include the assessment of “out-sourcing” of various activities and functions if such external support would be the most effective method of providing the proper level of services at the appropriate cost.

Under the guidance of the executive director, advise, negotiate, manage and administer all contracts into which the Foundation may enter.

Oversees and manages all aspects of the day-to-day operations of the Foundation support staff.  This includes finance, thrift store operation, contract negotiation, fund-raising and Foundation portion of the human resources management function. 

Responsible to the executive director for management of all real estate properties.  

Serves as spokesperson in response to media inquiries in the absence of the Executive Director.

Meets, regularly, with Foundation staff to develop, conduct and evaluate activities.

Other duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:

A demonstrated ability to lead people and get results through others.

An ability to think proactively, and plan over a 1-2 year time span.

The ability to organize and manage multiple priorities.

Problem analysis and problem resolution at both a strategic and functional level.

Excellent interpersonal and communications skills.

Commitment to company values.

Ability to prioritize disparate workload requirements.  Meet short and long term deadlines with effectiveness and efficiency.

Ability to rapidly adjust to changing strategic direction and short term priorities.

Ability to foster a success-oriented, accountable environment.

DIPLOMA/DEGREE REQUIREMENTS

Bachelor’s degree in Business Administration, Public Administration or Operations Management desired. Equivalent combination of training and experience acceptable.

PHYSICAL AND ENVIRONMENTAL DEMANDS:

Operates in a normal office environment. Exposure to CRT.  Some travel may be involved.

By my signature below, I have read and understand the above job description to be my duties.

ACCEPTED: ______________________________
DATE: _________________
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_________________________________________
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