	NATIONAL WORK READINESS COUNCIL
	POSITION

DESCRIPTION


	EXECUTIVE DIRECTOR


	Reports to:
	NWRC  Board of Directors 
	
	Team/Dept.:
	Executive Office

	
	
	
	
	

	FLSA Classification:
	Exempt 
	
	Position Code:
	01-2006-1A

	
	
	
	
	

	Approved:
	5/22/06
	
	Approved by:
	NWRC Board of Directors


Position Summary:

The National Work Readiness Council (NWRC) Executive Director will work in partnership with the NWRC Board of Directors to provide leadership, vision, and direction for the organization and to develop organizational strategy. The Executive Director will serve as the organization’s chief fund raising officer, marketing and promoting the National Work Readiness Credential to various stakeholders, implementing policies approved by the Board, managing the organization’s operations, and representing the organization to various stakeholder and constituent groups. This is a one-year renewable contract position, with renewal based on demonstrated job performance and fundraising success. Compensation is competitive for the DC area. Relocation is not required.
Position Functions/Responsibilities:

	% Time
	
	Function/Responsibility (briefly describe):

	50%
	
	1.
Leads all fundraising efforts, including supporting the Board’s involvement in fundraising, overseeing all fundraising plans, researching funding sources, personally cultivating and soliciting donors, writing and submitting funding proposals, and supervising the implementation of fundraising plans and policies approved by the Board. 

	20%
	
	2. Professionally promotes and markets the National Work Readiness Credential to key stakeholder groups, including national organizations, workforce investment boards, state agencies, corporate entities, local chambers of commerce, and other key groups.

	20%
	
	3. Engages in Board development activities (including the recruitment of high profile business, community, and agency executives to join the Board of Directors), ensures active involvement among Board members in fundraising and awareness strategies, and maintains positive working relationships with Board members.

	5%
	
	4.   Supports the work of the assessment delivery vendor and the Assessment Committee of the Board of Directors, regarding the National Work Readiness Credential Assessment. Provides oversight of the vendor’s and Board of Directors’ roles in (a) resolving technical issues associated with the assessment, (b) determining appropriate methods of assessment delivery, (c) ensuring resources are available and mechanisms are in place to collect ongoing validation data via longitudinal evaluation, and (d) revisiting cut score decisions as appropriate.

 

	5%
	
	5.   Oversees all financial related aspects of the organization, providing regular, timely internal financial statements to the Board of Directors that compare performance to the approved budget and to previous year (or other appropriate) benchmarks. Ensures that the short- and long-term working capital and financial management needs of the organization are adequately addressed.



Desired Qualifications (Education, Experience, Knowledge, Skills, Abilities):

	
	· Knowledge of and genuine passion for current workforce issues, challenges, and opportunities in the United States, with five or more years of experience in state or national work readiness initiatives.
· National recognition as a leader and change agent in the work readiness arena.
· Educational attainment in a relevant discipline to include education (e.g., Ph.D., Master's, Bachelor's degree) plus proven professional experience.
· Proven success in acquiring government, corporate, and foundation grants to support non-profit organizational objectives.

· Proven success in marketing and promoting organizational priorities to external audiences and constituents.

· Five or more years of progressive management experience in a non-profit organization.

· Knowledge of leadership and management principles as they relate to non-profit/ voluntary organizations with previous experience in a senior management role within a non-profit organization.
· Demonstrated knowledge and expertise in the areas of assessment and evaluation.  
· Ability to manage external contracts and exhibit a significant degree of comfort discussing assessment, research, and evaluation issues with external constituents.  
· Demonstrated ability to speak, listen and write in a clear, thorough and timely manner using appropriate and effective communication tools and techniques.

· Ability to develop new and unique ways to improve operations of the organization and to create new opportunities for growth. 

· Knowledge of sound financial management principles.

	
	· Knowledge of federal and state legislation applicable to non-profit, social sector organizations.



The above statements are intended to describe the general nature and level of work being performed or to be performed.  They are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel so classified.

Application Procedure:

Please forward a cover letter addressing your qualifications for the position, a resume or curriculum vitae, and accompanying materials no later than June 30, 2006, to: Andra S. Cornelius, Chair, NWRC Board of Directors and Vice President, Business Outreach, Workforce Florida, Inc., 1974 Commonwealth Lane, Tallahassee, FL  32303. Email inquiries and submission of applications materials may also be forwarded to Andra at acornelius@workforceflorida.com.
