Consortium for Entrepreneurship Education

Executive Director Job Position and Description

------------------------------------------------------------------------------------------------------------

Position Title:
Executive Director

Industry Sector:
Not-for-profit association

Job Location:
Currently in Columbus, OH

Type of Job:
Daily Operations Management and Annual Forum Conference Planning and Implementation

Required Education:
Bachelor’s degree preferred

Required Experience:
Minimum of five (5) years experience in related position.

Work Frequency:
Part-Time; 20-30 hours/week or completion of directed Board’s scope of work and operational activities

Job Duration:  Annual contract reviewed for approval by Board in November at Forum Conference

Compensation:
$_____________ per year

Benefits:
Employee’s responsibility

Required Travel:
Some

Position Description: *See attached

General facts about the Consortium for Entrepreneurship Education:

Focus: Advocacy of entrepreneurship education as a lifelong learning process in the United States.
Geographic Area: National membership
Products and Services: Sharing of resources among members, newsletters, Web page for teachers, national conference, and advocacy activities.
Key Partners: National Entrepreneurship Advisory Council, state departments of education, and national/state/local organizations and agencies involved in entrepreneurship education and training.

Abstract: The Consortium was created by the International Enterprise Academy at the Ohio State University in 1982 and has become a private, not-for-profit corporation since 1998.   Annual membership is offered to state departments of education in the United States or nations outside the United States as the primary membership group. This active membership varies by year based on consortium priorities and budget constraints. The work of the consortium saves them duplication of effort and provides resources for teachers in their states.

The Executive Director for the Consortium is responsible for the effective and efficient operation of the office, for carrying out the Executive Committee and Board of Trustees’ directions, and for ongoing outreach efforts to other organizations/associations, businesses, educational institutions, and new member possibilities.  

The Executive Director (ED) is directly responsible to the Executive Committee and Board members and will establish close working relationships with key policymakers in Congress and the Departments of Education and Labor; build a nationwide legislative network to facilitate grassroots efforts; establish appropriate communication vehicles to further the association goals and implement all Board approved programs.  The ED will manage the financial accounts of the association, serve as staff liaison to all committees and contractors, serve ex-officio on the Board of Trustees, and coordinate all meetings of the association.

The ED is creative, flexible, has the ability to balance multiple programs, is results oriented, possesses excellent written and verbal communication skills, can work independently yet is a team player.

Qualifications:
Experience and knowledge in career and technical education required.  Not-for-profit association experience helpful.  Must have experience with budget development and maintenance.  Must be able to work irregular hours and travel as required.  Knowledge of Robert’s Rules of Order helpful.  Supervisory experience a plus.  

Executive Director Job Description

Duties and Responsibilities:

The Executive Director is directly responsible to the Executive Committee and Board of Trustees of the Consortium for Entrepreneurship Education and performs such duties as specified in the Code of Regulations of The Consortium for Entrepreneurship Education.  He/she serves as liaison to the Executive Committee and Board of Trustees and he/she is responsible for all items listed below:

1. Implementing all operational activities within the confines of policy as established by the Executive Committee and Board of Trustees and is responsible for the administration of the Consortium for Entrepreneurship Education.

2. Supervising staff and contract members.

3. Financial management:

4. Overseeing and assisting with development of partnerships, grants and contributions, and working with vendors

5. Organizing, planning, and coordinating supplemental meetings and conferences as designated by the Board and/or coordinate the efforts of staff who have been delegated this responsibility

6. Developing Board agendas in cooperation with the Board President and sending the agenda to all Board members in accordance with established policies and procedures

7. Overseeing the promotion, expansion, and maintenance of the membership and membership services for the Consortium

8. Representing the Consortium with professional organizations as directed by the Board

9. Accepting responsibility for asset management

10. Overseeing the development and maintenance of effective public relations, overseeing publications to include design and improving the image of the Consortium

11. Supervising and accepting ultimate responsibility for the maintenance of all records, inventories, and other data necessary for the proper and efficient operation of the organization

12. Submitting a program of work for the new fiscal year and continuously determining work priorities to complete Board activities and recommending/reporting needed changes to the Executive Committee

13. Submitting reports as requested by the Executive Committee and Board (fiscal, program of work, research, conference summary, etc.)

14. Working with all organization groups (Executive Committee, Board of Trustees, National Entrepreneurship Education Advisory Council, Board-appointed committees, contractors, staff, etc.) to meet the needs of the members.  He/she attends Board of Trustees and Executive Committee meetings as an ex-officio member.

15. Responds to all other duties as assigned by the Executive Committee, Board President, or Board of Trustees.
