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TITLE:
Executive Director

REPORTS TO:
President and Board of Directors; Chairman and Foundation Trustees
FUNCTION:
Serves as the chief staff officer under the direction of the President, Board of Directors and Trustees.  Has the full authority and responsibility for managing the Association and Foundation and all programs within the established guidelines.  Is responsible for all administrative and program responsibilities as outlined below as well as other duties as required.

DUTIES AND RESPONSIBILITIES:

Leadership Assistance

1. Assists leadership in carrying out the missions of the Association and the Foundation
2. Insures that leadership is kept fully informed on the operation of the Association and the Foundation

3. Executes contracts and commitments as authorized by the Board or Trustees
4. Plans and implements programs

5. Recommends and participates in the formulation of policies and procedures
6. Monitors and enforces the Association's policies and procedures

7. Coordinates approved programs, projects and major activities
8. Prepares management reports for the Board and the Trustees
9. Provides necessary liaison and staff support to Committee Chairmen for projects and programs
10. Carries out other general responsibilities as required by the Board or Trustees
Office Management 
1. Plans and executes all communications with members and the public
2. Processes mail

3. Handles and responds to email messages

4. Directs complaints to the appropriate party

5. Maintains records, documents and filing

6. Distributes minutes and financial reports

7. Maintains office supplies, equipment, and related expendables

8. Notifies members of upcoming events, programs and volunteer opportunities

9. Prepares Annual Report for the State Corporation Commission

10. Prepares and issues press releases for programs and events

11. Maintains effective relationships with other associations, organizations and businesses
Bookkeeping Responsibilities
1. Organizes and maintains the financial records for the Association and the Foundation

2. Invoices members for annual dues and unpaid event registrations

3. Invoices Fellows for annual pledges

4. Invoices sponsors and advertisers

5. Manages accounts receivable; insures collection in a timely manner
6. Deposits all funds, revenues and fees
7. Processes bills for payment in a timely manner
8. Balances bank statements
9. Prepares financial reporting to Board and Trustees

10. Prepares and pays federal and state withholding taxes and federal unemployment taxes
11. Prepares fiscal year-end records for delivery to the accountant for tax return preparation

12. Prepares calendar year-end federal and state tax documents

13. Obtains new signature card for financial institutions upon change of officers
14. Collaborates with the Executive Committee to develop annual budget

15. Assists with annual internal audit

Meeting and Event Management
1. Coordinates the details of all meeting and events

2. Negotiates venues for meetings and events

3. Prepares and/or copies materials for distribution at meetings

4. Prepares and presents PowerPoint presentations as required
5. Determines space, food and beverage, entertainment, and audio visual requirements
6. Communicates with venue personnel in planning meetings and events

7. Coordinates with RVPA for registration assistance at luncheons and other events as needed
8. Oversees registration functions for all events including pre- and onsite

9. Applies to the Virginia State Bar MCLE Board for continuing legal education credit

Program Management

1. Coordinates with Committee chairmen to implement approved programs

2. Notifies members of programs and corresponding volunteer needs

3. Follows up on volunteer registration and the progress of ongoing programs
Membership Management

1. Prepares and distributes email notification to members of news, upcoming events, and programs 

1. Manages the membership database, web site, and broadcast email service to reflect current contact information for members

2. Manages the Fellows database to reflect current and future commitments

3. Manages the scholarship databases for applicants and institutions
4. Manages the Barrister Book Buddies databases to reflect current schools, teachers and Buddies

5. Manages event databases for use with registration records

6. Coordinates the annual awards program, including ordering and packaging awards

Publication Management

1. Publishes the quarterly newsletter (Roanoke Bar Review) and distributes to members.
2. Provides advertisement specifications to advertisers

Website Management

1. Updates information on the current web site as events and programs change
2. Adds new events and/or programs that are planned; removes events and/or programs that have passed
3. Adds post and pictures on completed luncheons and events

4. Manages the website to reflect current contact information for members
SKILLS:
· Previous legal experience not required

· Previous management experience with fiscal accountability preferred
· Demonstrates effective organizational skills and attention to detail
· Maintains professional and positive demeanor

· Works within the standard of ethical business practice

· Demonstrates excellent oral and written communication skills

· Is proficient in Microsoft Word, Excel, Access, Publishing and PowerPoint or its equivalent.
· Has a strong working knowledge of QuickBooks, WordPress and Constant Contact
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