Dorn Research Institute

 Executive Director/Administrator 

Position Description 
Summary
The Executive Director provides leadership and overall management and direction to: 

• Ensure that medical researchers are provided with appropriate support systems and responsive, quality service in the areas of human resources, purchasing, accounting, and related administrative functions.  

• Provide front end and follow up administrative support working with PI’s and Research Coordinators.  

• Develop and implement new marketing strategies and programs to ensure the growth and stability of the organization. 

• Promote Nonprofit as a premier research organization to the U.S. government, pharmaceutical companies and other current and prospective sources of research revenues. 

• Ensure state and federal regulations, compliance, and support of Board directives and Agency charter. 

Essential Duties
1.  Development and Growth.  Develops and provides leadership for the implementation of new marketing strategies to meet the Board's growth objectives by assisting researchers to identify available research funds. 

2.  Board Functions.  Recruits new Board members with the skills needed to further the goals of Nonprofit.  Facilitates the work of the Board and its committees by developing resource materials, providing appropriate information and reports, and assisting committee chairpersons as necessary.  Provides advice and counsel to the Board to assist in setting policies and monitoring the performance of Nonprofit.  Recommends new policies, programs, and action plans consonant with the vision of the organization; executes all policies/decisions of the Board.  Ensures Board governance. Assumes related responsibilities as appropriate or assigned by the Board.  

3. Management Functions.   

• Identifies areas requiring planning; develops and recommends goals, objectives and action plans for the approval of the Board.  

• Monitors and evaluates all services provided to research staff and reports progress to the Board and committees; makes recommendations for change as needed. 

• Coordinates Nonprofit’s business activities with those of the VA for mutual benefits; acts as a primary contact for the VA to resolve problems.  

• Oversees the development of budgets for submission to the Board; ensures compliance with approved budgets; proposes revisions as necessary.   

• Provides for the appropriate control and accountability of all funds, physical assets and other property.  • Protects Nonprofit's legal interests and maintains its operations within the law; retains and works with outside counsel to obtain opinions or handle claims and litigation.  

• Oversees the human resources function to ensure optimum staffing and utilization of competent staff, recommending policy changes to benefits, compensation, employment, training and other areas as appropriate.

• Reviews current practices, methods, and standard operating procedures and initiates development of new ones as necessary to reduce costs, encourage growth and improve efficiency. 

4.  Communications. 

• Establishes and maintains an effective system of communications throughout Nonprofit, the VA and the research community to build and maintain a positive image (e.g. newsletter, website, informational seminars, participation in industry conferences/marketing activities).

• Represents Nonprofit in its business relationships with the research community, VA and other government agencies, the media, community organizations, suppliers, competitors, professional organizations and similar groups. 

To perform effectively in this position, the incumbent must have:
• In-depth knowledge of the management process, especially as it applies to growth and long-term planning 

• Marketing and promotional skills 

• Financial/accounting skills to manage an organization budget of up to $1 million annually 

• Effective leadership and organizational skills  

• Effective oral and written communications skills 

• Ability to plan organization-wide activities (setting objectives, developing strategies, budgeting, developing policies and procedures, and organizing the functions necessary to accomplish the activities) 

