Executive/Managing Director

Job Description

The executive/managing director reports to the board of directors and is responsible for the overall direction and management of all aspects of the administration of the chorus. The executive director works in partnership with the music director.

Purpose and Objective

Develop, implement, and monitor strategies that achieve the organizational goals, objectives, and long-range plans.

Principal Duties and Responsibilities

Development and Fundraising

Develop, coordinate, and execute a comprehensive strategy of financial development and support:

· Plan and oversee the individual donor campaign
· Develop the strategy for cultivating, securing, and sustaining corporate sponsorships
· Secure concert sponsorships for upcoming season
· Prepare foundation and government grant requests and reports
· Develop materials to support development efforts
· Establish and support committees and task forces to implement fundraising projects

· Identify and pursue new sources of contributed income—individuals, corporations, foundations/grants
Marketing

Develop and implement a comprehensive strategy to market the chorus, its affiliated groups, and their programs throughout their market area:

· Oversee sales of tickets and subscriptions with the goal of increasing the subscription base 

· Oversee development and implementation of a comprehensive marketing plan, including press releases, advertising, calendar listings, brochures/postcards, public service announcements, and radio advertising
· Implement and monitor progress of each concert’s marketing plan
· Use education outreach programs to increase awareness of the chorus by corporations, grant sources, and the general public
Community Relations

· Develop an ongoing relationship with arts peers in the community
· Represent the chorus at community functions
· Act as spokesperson for the chorus to the media, government agencies, corporate community, foundations, funders, and the school community
Financial Management

Prepare budgets and manage financial operations in accordance with approved budget and governmental regulations:

· Work closely with the treasurer on budget preparation and approval, monthly projections, and anticipation of potential problems
· Determine, with music director and concert manager, upcoming season and administrative costs
· Prepare annual budget and variance analysis for presentation to board
· Monitor expenses to budget line items; coordinate proper expense allocations with bookkeeper
· Comply with all local, state, and federal tax regulations and prepare and file reports as needed
Planning

Oversee short- and long-range planning; engage board and staff in periodic planning sessions:

· In conjunction with the music director and executive committee, prepare the strategic plans and strategies for implementation
· With the board, evaluate progress toward goals on a regular basis
Board of Directors

Work with the board of directors and its officers to help them fulfill their functions:

· Attend all meetings of the executive committee and full board
· Assist the president in developing and processing of agendas for the executive committee and board meetings
· Prepare written reports for presentation to the executive committee and board
· Assist in identifying and attracting potential new board members
· Offer prompt and thoughtful responses to requests for information.

Staffing

Hire, train, and supervise support staff as needed/approved to achieve the organization’s goals and objectives:

· Create and maintain job descriptions for all approved positions

· Hire staff to fill position openings

· Monitor performance against objectives, taking corrective action as needed

· Create all human resources policies, practices, and procedures and ensure that they comply with state and federal employment laws and regulations

· Create an administrative structure and decisionmaking mechanisms that promote a productive working atmosphere and effective staff relations
