SAMPLE EXECUTIVE DIRECTOR POSITION DESCRIPTIONS

SAMPLE 1

XYZ NPC
Executive Director Position Description

Position Title:  
Executive Director

Reports To:   
NPC Board of Directors

FLSA Status:   
Exempt

Summary
Under the direction of the Board of Directors, the executive director is responsible for overall management and operation of the Full Name of NPC (NPC) and protection of the organization’s financial assets while ensuring compliance with board directives and applicable grantor, federal and state requirements.  

Essential Duties and Responsibilities

The executive director is responsible for overall operations, asset protection and marketing/public relations for NPC, a 501(c)(3)non-profit private research and education corporation providing a flexible funding mechanism for the conduct of research and education performed at the City VA Medical Center (VAMC).  The incumbent also: 

· Oversees all accounting functions including those necessary for auditing, budgeting, financial analysis, capital asset and property management and payroll in accordance with generally accepted accounting principles, board and Department of Veterans Affairs (VA) policies and procedures, and all other applicable rules and guidelines.

· Handles all aspects of human resource management for up to ### employees including but not limited to hiring and termination, developing position descriptions, setting compensation, working with employees’ VA supervisors and applying board-approved employee policies and benefits in accordance with federal and state requirements; regularly supervises NPC administrative staff.

· Interacts with other personnel and organizations, such as the City VAMC, Name University, National Association of Veterans Research and Education Foundations, other VA-affiliated nonprofits and research sponsors in regard to matters affecting NPC.

· Is responsible for grants and contracts management including negotiating research agreement terms that reflect the needs of NPC, the  investigator and the medical center; coordinates with legal advisors to finalize agreement terms; monitors progress of agreements and maintains agreement documentation to ensure fulfillment of agreement terms including receipt and expenditure of funds.

· Assists in the development of current and long-term organizational goals and objectives as well as policies and procedures for NPC operations.   Establishes plans to achieve goals set by the Board of Directors and implements policies, subject to approval by the Board of Directors.

· Works closely with investigators and their staff members to ensure they are provided with appropriate support systems and responsive, quality service in the areas of grant preparation, project accounting, human resources, purchasing and related administrative functions.

· Analyzes and evaluates vendor services, particularly for insurance, employee benefits and management of NPC funds, to determine programs and providers that best meets the needs of NPC and makes recommendations to the Board, as appropriate; negotiates services, terms and premiums and executes contracts with benefit plan providers, supply and service vendors, auditors and consultants ;manages payroll and benefits programs.
SAMPLE 1 (Con’t) 
Core Competencies

To perform effectively in this position, the individual should demonstrate the following competencies.  These core competencies represent effective administration of NPC and its programs fulfilling NPC’s mission.

Management:  Maintains effective systems of internal controls to account for all receipts and expenditures of funds.  Manages corporate funds to maximize the earnings under the federal regulations.  Develops options available to the board for using corporate resources to support research and education at the City VAMC.

Job Knowledge:  Understands the technical aspects of managing a nonprofit organization; provides advice to its investigators and staff directly and/or solicits guidance from experts.  Understands the duties and responsibilities of the position and keeps job knowledge up-to-date.  Clearly understands the research and education mission of the organization and continuously works to promote NPC and achieve its goals.

Initiative in fulfilling the goals of the organization:  From interactions with study sponsors, VA management, staff, and the nonprofit sector, the executive director recognizes and brings to the attention of the chair of the board issues that affect the organization, and implements plans to reach organizational goals as determined by the board of directors.  Displays initiative in developing action plans and resolving problems as they occur, in consultation with the chairman and other members of the board.

Communication:  Communicates effectively with multiple audiences using a variety of formats.  Examples include:  written communications that clearly outline the situation and action items; verbal presentations and briefings to the research and education managers, the board of directors and other parties; presenting at local meetings and to outside groups regarding a variety of issues affecting NPC.

Dependability:  Seeks increased responsibility while remaining conscientious, thorough, accurate, and reliable with respect to achieving the organization’s goals, and the needs of the investigators, the VAMC and staff.  This includes being available and responsive to issues and concerns as they arise.

Education and/or Experience

No specific education required.  However, the executive director must possess above skills, knowledge and qualities which may result from formal education or at least three years experience in business, non-profit operational and financial management, or related areas.

Physical Demands

While performing the duties of this Job, the executive director is regularly required to sit, stand, walk, speak and hear.  The position requires extensive computer use so the employee must have sufficient hand dexterity to use a computer keyboard and be capable of reading a computer screen.  The employee must occasionally lift and/or move up to 20 pounds.  Reasonable accommodations may be made to enable otherwise qualified individuals with disabilities to perform the essential functions.

Travel

The executive director must be able to travel to attend conferences, training and other events as required to acquire and maintain proficiency in fulfilling the responsibilities of the position.

Work Environment
The work environment is a small, busy office located in the City VA Medical Center.  The noise level in the work environment is usually low to moderate.  Reasonable accommodations in the work environment may be made to enable individuals with disabilities to perform the essential functions.
SAMPLE 2
CHIEF EXECUTIVE OFFICER

POSITION DESCRIPTION

SUMMARY:

The Executive Director is the Chief Executive Officer of the XYZ NPC and reports to the Board of Directors. Within policies established by the Board, the CEO supervises the COO/CFO, Director of Contracts and Grants, and Vice President of Development and several contractors. 

The CEO has administrative responsibilities for:

· Contracts and Grants: overseeing the pre- and post awards of research funding, predominately from the DHHS.

· Financial management: financial planning; operating budget; grants budget; accounting and audit; tax reporting and an annual report to Congress.

· External Relationships: affiliation relations with the XYZ Veterans Affairs Medical Center and the University of XYZ; liaison with local and state congressional representatives, and national regulatory agencies; cultivating and developing relationships with philanthropic groups and individuals, and the public.

· Board Relations: policy development and administration; Board development and performance monitoring. The CEO will value working with a Board that is engaged, active, and independent. 

· Planning: Determining the feasibility and financing mechanism for the construction of a new research facility; oversee the construction of the research facility 

· Organizational Management: personnel; IT; benefits; insurance, and facilities.

Traits and Characteristics:

The CEO should be a visionary and a strategic leader who can work effectively at the intersections of academia, medical research, and patient care at a federal facility. S/He will bring an analytical, intellectual understanding of medical research and its impact on the quality of health care. Leading candidates will be broadly informed leaders with a high level of intellectual curiosity and the capacity to encourage others to explore new terrain. 

Successful candidates will be able to engage and convene others in a process of exploration and dialogue. The CEO needs to be an interdisciplinary and creative thinker who can be innovative as well as pragmatic. S/He will be an open-minded, confident professional who enjoys exploring issues while also recognizing the ownership of ideas is less important than the result of the collaborative effort. The CEO will be an enabler and facilitator who will have the strength of character and conviction to work with a strong, engaged Board that is dedicated to the mission of XYZ NPC.

Strong written and oral communication skills are critical to insure that the CEO will be effective and persuasive in presenting XYZ NPC and its mission to its affiliates and various government agencies and the public. The CEO will be equally adept at developing relationships with veterans groups and neighborhood associations as well as with leaders engaged in the national conversation of medical research and the health and well being of our veterans. 

Successful candidates will have strong organizational, administrative, and financial management skills. The CEO will be comfortable in a hands-on role and willing to do the essential tasks required to meet the goals of XYZ NPC.

SAMPLE 2 (Con’t)
QUALIFICATION REQUIREMENTS:

A career path which has provided opportunities for broad intellectual interests and transcends traditional boundaries is as important as the knowledge of the complex issues facing medical research and the need to grow an institute with limited financial resources. Although the successful individual is expected to have solid experience at an academic research institute, or a nonprofit research institute, it is also possible that candidates might come from other sectors that intersect the fields of health care and medical research. Successful candidates will have experience that will demonstrate the ability to conceptualize, develop, and evaluate programs. Successful experience in general management, financial management, and strategic planning is required. 

EDUCATION and EXPERIENCE:

An undergraduate degree is required, and the attainment of an advanced degree is preferred. Administrative experience in an institution of higher education, VA medical center, or private research institute, while not required, is deemed advantageous. Must be able to think strategically about XYZ NPC’s priorities and help to translate these priorities into program and staff recruitment and related fundraising activities. Salary is competitive and commensurate with experience.

 Review of resumes will begin DATE XXXXX, 20XX. Please send a cover letter and resume to ? Please no telephone calls. 

SAMPLE 3
EXECUTIVE DIRECTOR - - CHIEF EXECUTIVE OFFICER

POSITION DESCRIPTION

SUMMARY:  The Executive Director of the Nonprofit functions as the Chief Executive Officer of the corporation.  In this capacity the incumbent is responsible for implementation of policies set by the Board of Directors as well as annual goals and objectives, and financial, program, and administrative management of the corporation. Guidance and direction is provided by the Chairman of the Board and President, and by the Board and its Executive Committee.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned.

· Responsible for overall leadership of staff in the development and implementation of short and long range plans and policies and other activities.

· Responsible for the financial management of the corporation, including the development and implementation of the annual budget 

· Assists the Chairman and Board of Directors in setting goals for, and conducts, annual negotiations with HHS regarding indirect overhead rate.

· Responsible for the development, implementation, and accomplishment of the annual work plan of the corporation as approved by the Board of Directors.

· Responsible for liaison with other organizations, such as the VA Medical Center, University School of Medicine, National Institutes of Health, and National Association of Veterans Research and Education Foundations.

· Responsible for providing information, advice, and counsel to the Chairman of the Board, Board Committees, and the Board of Directors in the creation of policies, programs, and strategic direction of the corporation.

· Responsible for support of all activities associated with the Board of Directors, including staffing for all Board and Committee meetings, meeting schedules, locations, development of agenda, and meeting materials.

· Responsible for administration of overall operation of the corporation, including: reviewing and evaluating the results of program activities, ensuring that continuing contractual obligations are being fulfilled; allocating resources for greater program effectiveness and efficiency; developing organizational and administrative policies and program objectives for Board consideration.

SUPERVISORY RESPONSIBILITES:  Responsible for supervision of all assigned staff.  Responsibilities include interviewing, recommendation for hiring and training employees; planning, assigning and directing of work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

QUALIFICATION REQUIREMENTS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE:  Attainment of an MBA or other equivalent advanced degree in a related field and seven years of increasingly responsible administrative experience, at least five of which shall have been in a supervisory capacity.

SAMPLE 3 (Con’t)
LANGUAGE SKILLS:  Ability to read, analyze, and interpret general business periodicals, professional journals, financial reports, legal documents, technical procedures, or governmental regulations; write reports, business correspondence, and procedure manuals; efficiently respond to questions from membership, staff and members of the community; communicate effectively in both written and oral form; and, effectively present information to membership, top management, public group, and/or board of directors.

REASONING ABILITY:  Ability to define problems, collect data, establish facts, and draw valid conclusions; exhibit independent judgment in the development, implementation and evaluation of plans, procedures and policies; and interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

OTHER KNOWLEDGE, SKILLS AND ABILITIES:  Knowledge of the principles and techniques of research grant administration, contract administration and negotiation, hospital administration, community organization, fiscal and organizational management, principles and practices of marketing and public relations.

Ability to plan, direct and coordinate activities; negotiate and administer contracts; work with health care providers, commercial vendors, government agencies, community groups and other organizations as necessary; communicate effectively in both written and oral forms; exhibit independent judgment in the development, implementation and evaluation of plans, procedures and policies.

SAMPLE 4
RESEARCH INSTITUTE POSITION DESCRIPTION

Summary

The Executive Director provides leadership and overall management 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.

· develop and implement new marketing strategies and programs to ensure the growth and stability of the organization.

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

· ensure 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 and organizational units to meet the Board's growth objectives of 25% annually (e.g. developing a site management organization to implement very large research contracts at the VA or elsewhere and 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.

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.

· Performs managerial duties for administrative staff including interviewing/hiring applicants for employment; assigning and reviewing progress of assignments; managing performance and recommending salary increases; and developing higher levels of expertise in staff members by encouraging further education, participation in work-related seminars and providing learning opportunities within the organization.

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

SAMPLE 4 (Con’t)
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, 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.

Secondary Duties

1.  Assumes related responsibilities as appropriate or assigned by the Board.
2.  Supervisory Responsibility

The incumbent in this position supervises from 10 to 15 employees.

3.  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 $10 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)

· skills in staffing effectively; selecting, training and developing employees; directing employees toward desired objectives; delegating, motivating, resolving problems; and controlling the functions (developing performance standards, measuring results, taking corrective action and rewarding employees as appropriate)

Typically, these skills and knowledge are the result of a combination of formal education in business, non-profit management, marketing, finance or related area, and several years of experience in increasingly responsible management positions.  Prior experience in the biomedical research or a related function would be useful.

The incumbent must perform this job safely, without endangering the health or safety of him/herself or others.

Cc:
Employee 



Employee's file 



Supervisor

