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Job Title: 

Executive Director
Reports To: 

BCFF Executive Board

FLSA Status: 

Exempt
Summary:  Directs and coordinates activities of the Breast Cancer Family Foundation (BCFF) through education, community awareness, program development, fund raising and grant writing to strengthen this community-based non-profit entity.  Works independently within authorized limits, duties are performed under direction of the BCFF Board; consults the Board in event of any unusual circumstance, problem or question that falls outside of project parameters.  The following duties are performed either personally or through subordinate/s:

Essential Duties and Responsibilities include the following. Other duties may be assigned.

· Executes on the overall direction, coordination, and evaluation of the BCFF efforts as directed by the BCFF Board; reports outcomes to the Board.
· Manages educational presentations that inspire people in the community to lead cancer-free healthy lifestyles.  Activities include promoting health discussions and cancer awareness in the middle/high school classrooms, revising and expanding the educational program curriculum, delivering the presentations, coordinating other classroom presenters, and promoting the educational programs with the schools and community organizations.
· Raises money from a variety of sources including events, grants, foundations, corporations, individuals and other income-generating activities; allocates funds, controls costs, and maintains operations at a level consistent with established guidelines; works directly with Board Treasurer on management of organizational funds;

· Manages BCFF Community Educator/s to ensure effective community awareness; directs foundation volunteer operations in areas such as education, activities and fund raising to advance the mission of the BCFF.  

· Expands the footprint of the organization by developing new educational opportunities, new programs, networks and locations.
· Coordinates, develops and disseminates media campaigns/newsletters/website information to include new articles of interest and/or classroom activities that pertain to health education; confers with Board and staff; disseminates information and materials to inform others of current developments. 
· Participates in activities/develops outreach programs; looks for opportunities to ascertain needs and promote the foundation’s goals; collaborates with other agencies to tap into resources and serve the needs of the community.
· Manages/coordinates special events and event logistics; develops project time frames and then completes tasks within timeframes using proven organizational skills; coordinates volunteers.
· Recommends procedures to governing board for more efficient operation of the foundation; advises Board of potential problems and recommends alternative methods of providing service.

Supervisory & Leadership Responsibilities                   
· Reporting directly to the Board President, and under the guidance of the Board, manages 1-2 non-supervisory employees along with any number of volunteers.  
· Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws.  Responsibilities include; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

· Displays passion and optimism; Supports organization's goals and values; Encourages others to fulfill the vision.

· Develops workable implementation plans; Communicates changes effectively.

· Delegates work assignments; Gives authority to work independently.

· Takes responsibility for subordinates' activities; Fosters quality focus in others; Improves processes and services.
· Develops strategies to achieve organizational goals; Understands organization's strengths & weaknesses and implications of decisions; Adapts strategy to changing conditions.

· Under direction of the Board, prioritizes and plans work activities; Plans for additional resources; Organizes or schedules other people and their tasks.

Position Qualifications 
Education and/or Experience                  
· Bachelor's degree and a minimum of two years related experience; or equivalent combination of education and experience.  
· Knowledge of and experience with fundraising and event planning is desirable.  
· Experience working within a non-profit environment and/or utilizing community resources is a plus.
· Knowledge of health, nutrition, and cancer awareness preferred.

Required Skills and Abilities                   
· In this role it is paramount to demonstrate a passion for the foundation’s vision and mission.
· Effective networking and generating interest in the BCFF's mission resulting in additional funds is critical.  
· Must be comfortable and effective when presenting educational information to various special interest groups and students.  
· Other skills and abilities include mathematical skills, ability to problem solve, and computer skills including MicroSoft Office and QuickBooks.
· Proven supervisory, leadership and team building skills.

· Demonstrated competencies include: project management, problem solving, decision making, technical, interpersonal, oral and written communication, respect and sensitivity for cultural differences, cost consciousness, adaptability, initiative, innovation, and ethical. 
Other Qualifications                   
· Must be able to travel on a daily basis, generally within a 60 mile radius of the BCFF office.  Must be able to flex schedule to meet needs of the customer and BCFF activities.  Hours will vary and include some nights and weekends based on fund raising activities, expo involvement, or presentation requests.
· Current driver's license is required along with the ability to demonstrate a clean driving record and provide proof of insurance.

· Must occasionally lift and/or move up to 40 pounds.

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
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