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I.
NAME:  Executive Director

II.
PURPOSE:

The Executive Director is elected by the Board of Directors and shall serve under contract from June 1st to May 31st for a three-year term.  The Executive Director will be evaluated annually and will continue to serve unless otherwise given 60 days notice of contract termination.  The Executive Director must provide 60 days notice of resignation to the Board of Directors.

III.
ORGANIZATION:

The Executive Director is a paid employee with an expense account, as approved and budgeted by the Board of Directors.

IV.
HIRING PROCESS:
A.
Search
1.
An Ad Hoc committee appointed by the President will conduct a search for Executive Director.  The committee should consist of a minimum of three and a maximum of five members.

B.
Qualifications
1.
An academic degree and work experience in a t least one discipline area with the HPERD profession.

2.
Membership in VAHPERD for a minimum of eight years.

3.
Membership AAHPERD.

4.
Management experience.

5.
Budgeting experience.

6.
Public relation/promotional experience.

7.
Good interpersonal skills.

8.
Desire to travel and speak to groups.

9.
Ability to store and process all VAHPERD information.

10.
Willingness to devote year-round flexible time to the position.

11.
Computer skills including word processing, spreadsheets, database, mail, merge, and presentation programs.

C.
The committee chair will present qualified candidates to the Board of Directors for a final decision.

V. Evaluation Process

A.
Annual Performance Review

Members of the Board of Directors will complete an annual performance evaluation form each spring.  It shall be the responsibility of the President to assure that the evaluation is conducted in a timely manner.  The President and Past President will compile the evaluation summary report and will present it to the Executive Director and the Board of Directors at the summer meeting.  The Executive Director will have an opportunity to respond to the evaluation summary report.


B.
Termination

The Executive Director may be terminated from the position prior to the expiration of the three year term if there is failure to meet the obligation and duties listed in the Operating Code.

VI.
RESPONSIBILITIES:


A.
During the Year:

1.
Attend all Board and Executive Committee meetings and meetings called by the President.

2.
Assist the President in communicating Association business and timelines.

3.
Respond to all communications in a timely manner.

4.
Maintain:


a.
Membership database, mailing lists, and list serve.

b.
File system of all financial transactions.


c.
Inventory of materials and equipment.


d.
Association archives, including meeting minutes.

e.
Financial records for the annual audit, reports to the Board and Representative Assembly, and special requests.

5.
Work closely with the Membership Committee to organize and implement strategies for increasing Association membership.

6.
Make appropriate investments of Association assets as governed by the Investment Policy in conjunction with the Finance Committee and the Executive Committee.

7.
Receive, deposit, and disburse funds.

8.
Serve as public spokesperson for the Association at the discretion of the Executive committee or the President.

9.
Contact local and state politicians concerning issues the Board considers vital.

10.
Work closely with the Legislative Affairs Committee to communicate pertinent legislative issues to the Association membership.

11.
Make room reservations for all Board meetings.

12.
Serve as a member of the Convention Site Committee.
13.
Evaluate the Journal Editor, Newsletter Editor and Website Coordinator annually.

B.
Submit current membership list to the Executive Committee, Membership Committee Chair, and Nominating Committee chair prior to the winter Board meeting.

C.
Work with the Finance committee and the Executive Committee to prepare the following year’s budget for the spring Board meeting.  Provide these two committees copies of the budgets for the previous year and back years upon request.

D.
Represent VAHPERD at SDAAHPERD and AAHPERD at the direction of the Board.

E.
Compare the Alliance and VAHPERD membership lists for “Members-in-Common” and report the results to the Board of Directors at the summer meeting.

F.
Prepare a financial report for the previous year for publication on the Web site prior to the summer Board meeting.
G.
Compile materials for an independent audit and have accountant prepare IRS 990 forms each June.

H.
Prepare documents to support the AAHPERD umbrella tax process each July.

I.
Obtain from President-elect a roster of Committee appointments for the upcoming year and publish the list on the website each July.

J.
Before each Board and Representative Assembly meeting, prepare


1.
A financial report,


2.
A membership report,


3.
A packet of materials for each board member.


4.
An Executive Director report as outline in the job responsibilities.

K.
During each Board and Representative assembly meeting:


1.
Record proceedings,


2.
Take minutes,


3.
Report current membership,


4.
Financial data, and


5.
Provide other information as requested.

L.
Prepare and distribute minutes within 30 days following each Board of Directors, Executive Committee, and Representative Assembly meetings.

M.
Before the Convention

1.
Assist with convention planning by maintaining close contact with the Past President, the Convention Manager Exhibits Manager, and the Executive Committee.

2.
Notify Representative Assembly of the date and time of the convention meeting 30 days in advance.

3.
Receive pre-registrations.

4.
Prepare pre-registration materials, including badges.

5.
Prepare event tickets.

6.
Prepare membership lists for registration tables.

7.
Develop procedures for registration and membership tables.

8.
Receive Annual Reports from Vice Presidents 30 days prior to the Convention and forward them electronically to the Board of Directors and Representative Assembly.

9.
Provide Representative Assembly with Board motions made since previous Representative Assembly.

10.
Provide the Webmaster with Convention highlights to be posted on the Web site.


N.
At the Convention



1.
Brief all personnel on procedures for membership and registration.



2.
Provide computers and printer(s) necessary for onsite registration.

3.
Collect all revenue as well as registration and membership materials at the end of each day and prepare a daily tally on appropriate forms.

4.
Provide Convention Manager evaluation forms to the Past vice Presidents at the Pre-Convention Board Meeting.  Collect completed forms at the last general session.

5.
Provide the division Vice Presidents with program proposal forms to be distributed at the convention division meeting.


O.
After the Convention

1.
Prepare and send minutes of convention meetings to the Board of Directors, Representative Assembly, and the Webmaster within 30 days.

2.
Prepare a membership list by Division, and send to each Division Vice-President 30 days prior to the winter Board meeting.

3.
Prepare a list of Board of Directors and section officers, including names, addresses, phone numbers, and e-mail addresses.  Send this list to the Board of Directors following the convention.

4.
Provide the Journal Editor and Webmaster with the names and e-mail addresses of the Board of Directors and section officers.

5.
Provide the Board of Directors and Webmaster a list of the committee chairs with e-mail addresses and their committee members.

6.
Make changes in Constitution, Bylaws, and Operating Codes based on actions taken by the Board of Directors and/or the Representative Assembly.

7.
Provide the Webmaster with the most current Association Bylaws and Operating Code.

8.
Distribute and collect convention evaluations and provide an evaluation summary report to the board of Directors at the winter Board meeting.

9.
Distribute and collect convention Manager evaluations.

VII.
AMENDMENTS:
Operating codes may be changed by submitting a written proposal, including rationale, to the Executive Director who shall, in turn, transmit the proposal to the Structure and Function Committee for deliberation and recommendations.  The executive Director shall submit the proposal with recommendation of the Structure and function Committee to the board of Directors.  The Proposal must be approved by a simple majority vote of the board of Directors.

Evaluation Process:  Executive Director
The Executive Director is a part-time paid employee with an expense account, as approved and budgeted by the Board of Directors.
The Board of Directors will employ the Executive Director for a three-year term.  Service will correspond with the fiscal year, June 1 to May 31.  Annual performance reviews will be conducted to provide feedback on strengths and weaknesses and to assure the needs of the Association are being met in an efficient and effective matter.

The members of the Board of Directors will complete an annual performance evaluation at the spring meeting.  The President and the Past President will compile the evaluation summary report and present it to the Executive Director and the Board of Directors.  The Executive Director will have an opportunity to respond to the evaluation summary report.
The following information should be included in the summary report:


1.
The number o people who completed the evaluation.


2.
The average rating of each statement.


3.
The number of “2” ratings and the number of “1” ratings for each statement.


4.
A listing of comments both item number and general comments.

The Executive Director may be terminated prior to the expiration of the three-year term if:

· The evaluation results and or suggestions during the year are not addressed and acted upon in an effective manner or are ignored.

· There is failure to meet obligations listed in the Operating Code

At the End of the three-year term the board can either:

· Reappoint for another three-year term

· Not reappoint, in which case a search would be initiated.

An Ad Hoc committee appointed by the President will conduct a search for an Executive Director as specified in Article IV. Section B of this Operating Code.

Any separation of service, whether indicated by the Board of Directors or by the Executive Director, must be in writing and must provide 60 days notice.

It should be noted: We recommend the whole evaluation tool be revised to reflect a performance table format and based on items that are recordable and measurable.  The current evaluation tool is too board and many evaluators are not able to make a determination on completion of expectations.  Detailed evidence of duty/work performance should be provided by the Executive Director.
VAHPERD Executive Director Evaluation

_______________________________________





____________

(Evaluator’s area of responsibility)







(Date)

Directions:
Place a number in the column to the left of each Executive Director task.




5 = Excellent – Far exceeds expectations




4 = Very Good – Exceeds expectations




3 = Satisfactory – Meets expectations




2 = Needs Improvement




1 = Unsatisfactory




NA = No Direct Knowledge – Not able to evaluate

I.
Administrative Responsibilities
________ 1.
Provide continuity regarding knowledge and function of the Association from year to year.

________ 2.
Keep the Executive committee and the Board well informed of all the actions and activities that are the responsibility of the Executive Director to the Executive Committee, the Board, or the appropriate committee.

________ 3.
Present all items requiring decisions and actions that do not fall within the responsibilities of the Executive Director to the Executive Committee, the Board, or the appropriate committee.

________ 4.
Respond to all communications in a timely and accurate manner.

________ 5.
Represent the Association at meetings with other agencies and groups as requested by the Executive committee.

________ 6.
Notifies officers of meeting dates, times, and provides other pertinent information.

________ 7.
Supervises and coordinates on-site physical arrangements for meetings.

________ 8.
Provide officers and other elected/appointed leaders with pertinent materials needed for execution of responsibilities, and assist as needed.

________ 9.
Maintain all financial, historical, and operational documents and records of the Association.

_______ 10.
Work with the Finance committee and the Executive Committee to prepare the budget.

_______ 11.
Maintain current list of officers and committee members including addresses, phone numbers, and email.

_______ 12.
Work with the Finance Committee and the Board to make appropriate investments.

_______ 13.
Administer the operation of the budget, including the receipts, disbursement, and accounting of Association funds.  Arrange for an annual audit of Association financial records.

_______ 14.
Provides a financial report, membership report, and other pertinent information in the Executive Director Report presented at each Board and Representative Assembly meeting.

_______ 15.
Assist with convention planning.

_______ 16.
Prepares pre-registration materials and handles convention membership and registration operation.

_______ 17.
Maintains the Association’s Archives.

_______ 18.
Implements and supervises Association policies and programs as adopted by the Board of Directors.

_______ 19.
Works effectively with the Membership Committee to organize and implement their strategies for increasing membership.

II.     Interpersonal Skills
_______ 1.
Serves as an effective advisor to the Association.

_______ 2.
Supports the Association with positive comments.

_______ 3.
Works professionally with Board of Directors, committee chairs, and Association Members.

_______ 4.
Represents the Association in a professional manner at meetings with other groups and agencies.

_______ 5.
Builds effective working relationships with board of Directors, committee chairs, and Association members.

General Comments:
