Executive Director 

OKLAHOMA BUSINESS ETHICS CONSORTIUM & FOUNDATION

Summary:

Executive Director inspires growth and funding of OkEthics by fostering a commitment to the organizations’ Guiding Principles and Mission.  The Director is responsible for overseeing an infrastructure dedicated to meeting members’ needs, ensuring efficiency of operations and adherence to good governance practices and the established bylaws.  This position reports to the OkEthics Board of Directors, which is the primary policy setting body of the Consortium.

Qualifications:

Character  

Passionate about the accomplishment of the organization’s goals as demonstrated by enthusiastic participation in statewide meetings.  Maintains a reputation for integrity in professional and personal dealings.  Demonstrates initiative in leadership by creatively offering recommendations to enhance the organization.

Required Skills & Experience

· Strong leadership skills as may be demonstrated through at least one year’s experience leading growth initiatives in an executive management capacity for a professional organization, trade association, or business.

· Demonstrated ability to recruit, lead and coordinate a large number of volunteers as may be demonstrated through at least one year’s experience in a leadership capacity for a non-profit organization.  Must have an established network of business leaders on whom he/she may call to assist in the growth of the organization.

· Knowledge of non-profit operations, especially related to regulations and governance. as may be demonstrated through at least one year’s experience in a leadership capacity for a non-profit organization (as noted above).  

· Demonstrated ability to prepare persuasive and insightful written materials as may be acquired through preparation of published materials and development of promotional copy for public relations purposes.  

Preferred Skills & Experience

· Ability to effectively evaluate the use of technology as a tool to lower infrastructure costs and improve overall efficiency of operations.

· Effective public speaking abilities.

· Ability to multi-task and organize a wide scope of activities toward a common goal.  

Executive Director – Responsibilities:

Growth:

1) Promotes “Oklahoma as a state that values integrity in the workplace” through ongoing and active recruiting of new members to the Consortium, as well as soliciting support for the Foundation’s initiatives at the university level.

2) Spearheads fundraising activities, especially those related to membership drives for the Consortium; identifies and develops appropriate grant proposals (for Board approval) to support the Foundation.  

3) Monitors progress toward goals and provides routine monthly reports and, as needed, offers enhancements to strategic initiatives approved by the Board of Directors.

4) Expands and reinforces cooperative relationships with other professional groups, government entities, and business organizations; develops relationships with leaders in education to support the objectives of the Foundation in academia.

Leadership:

1) Develops strategies and recommendations designed to provide a solid foundation and promote growth for OkEthics; presents to the Board for input and approval before implementing.

2) Inspires active involvement from chapter members; acts as a resource to chapters in the development of programs and processes to ensure a high level of interest and participation at chapter events.

3) Anticipates and proposes solutions for a broad range of management issues involving organizational development, operations, program and financial processes. Ensures that the Board (e.g. State Council and local chapter leadership) is kept fully informed about the Consortium’s activities and all factors influencing its continued vitality. 

Communication:

1) Honors the significance of prospects, members, sponsors and speakers by responding quickly and congenially (within same day if at all possible) to their questions and input.

2) Writes monthly column and editorials, prepares grants, solicitation letters and other materials to promote OkEthics mission.

3) Acts as an ambassador to the Oklahoma business community on behalf of the organization; prepares and delivers presentations to the business community promoting OkEthics’ mission.

4) Proofs ad copy and prepares press releases and ensures that the Consortium maintains a consistent, positive presence in the media.

Administrative:

1) Organizes and prepares materials for Board of Directors’ meetings; collaborates with President in the development of the agenda and ensures that meeting agendas and notes are distributed in a timely manner.

2) Analyzes attendance and membership trends and reports these to the Board; issues weekly meeting notices to members.  Serves as historian and archivist for OkEthics; maintains official records and documents; monitors recordkeeping practices to ensure compliance with federal, state and local regulations.

3) Assists Treasurer (State Council) in the gathering of data necessary to perform the function of Treasurer; especially those related to budget and auditing purposes.

4) Oversees efficient operation of database and web functions.

5) Provides oversight of bookkeeping and billing services to ensure collection of dues and meeting fees; directs activities of web host (e.g. Element Fusion) and web coordinator; reviews and approves invoices for payment. (e.g. Connie ).
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