
Executive Director - Job Description

Nature & Scope of Work

As the Chief Executive Officer of the Saskatchewan Library Association, the Executive Director is responsible for the effective operation and administration of the Association. In partnership with the elected leadership of the Association, the Executive Director is responsible for proposing policy direction, and furthering the strategic direction, goals and mission of the association, for advising and making recommendations to the Board of Directors with respect to Association programs and policies, and for facilitating the implementation of Association programs and projects. The Executive Director serves as the primary liaison for the Association with external partners. The Executive Director makes independent operating decisions and develops procedures within policy guidelines set by the Board.

Executive Director reports to the Executive Committee through the President of the Saskatchewan Library Association.

Responsibilities and Authority

Within the limits of the SLA Constitution and By-laws, the Executive Director is responsible for and has the commensurate authority to accomplish the duties set forth below.

· Serves as ambassador for the Association to government and relevant organizations in Saskatchewan, Canada and internationally;

· Maintains the necessary contacts to keep abreast of emerging issues of significance to the Association;

· Develops and provides appropriate policy recommendations for consideration by the Board;

· Proposes agendas for the Board of Directors meetings reflecting issues, opportunities and priorities;

· Presents a written Executive Director’s report to all Board meetings and the Annual General Meeting;

· Manages and reports on the Association’s financial resources; 

· Manages and maintains Association records, meeting minutes, memberships, correspondence, official documents and required reports;

· With the President and Vice-President, represents SLA to The Partnership.

· Manages the Saskatchewan Library Conference financial resources;

· Coordinates local arrangements for the Saskatchewan Library Conference;

· Serves as Saskatchewan Library Conference Coordinator to provide continuity and support;
· Develops, manages and produces the Association’s communications;

· Administers government grants;
· Seeks out and builds appropriate funding opportunities to support the Association;
· Performs such other duties as are prescribed in writing from time to time by the Executive Committee.

Specific Duties

Liaison and Support for Board and Committees

· develops, recommends for Board approval and implements policies and procedures; 

· responsible for the effective maintenance of  the business affairs of the Association in accordance with policies and procedures approved by the Board;

· Arranges for and attends, as an ex-officio (non-voting) member, all meetings of the Board of Directors, prepares and distributes materials, records, and minutes;
· When requested, arranges and attends meetings of committees and task forces as an ex-officio (non-voting) member.
· arranges for and attends the Annual General Meeting, prepares and distributes material, records and distributes the minutes;
· ensures effective communication with all SLA committees and task forces;

· provides the necessary liaison and staff support to committee and task force chairs to enable them to perform their functions properly;

· develops, in conjunction with the SLA President, agendas for Board meetings and prepares and distributes relevant material for meetings to all Board members;

· prepares written annual and interim reports for the Board;

· facilitates, advises, and supports the development of action plans for all units of the Association.

Liaison with External Groups

· as directed by the Board, represents SLA to organizations that liaise with the Association on a regular basis;

· attends meetings of external organizations as required;

· serves on committees of external organizations as required;

Administration and Budget

· controls, maintains, and modifies the organization, structure and operation of the SLA office to ensure that all approved policies, procedures and activities are implemented without undue delay and administered effectively;

· subject to policy, has responsibility and authority for staff hiring, training, scheduling, supervising, evaluation and compensation; 

· develops and maintains appropriate budgetary procedures with the Treasurer, oversees expenditures of budgeted funds; 

· acts as one of the Association’s signing officers;

· responsible for the day to day finances of the Association;

· primary contact for SLA funding agencies;

· assists SLA’s sections, committees and interest groups in the development of budget requests for approval by the SLA Board;

· executes contracts and commitments on behalf of the Board;

· maintains official files for the Association;

· maintains a manual of policies and procedures.
Membership

· serves as primary contact point for SLA members;

· liaises with the Membership Committee to promote interest and participation in the Association’s activities;

· coordinates membership programs and evaluates results; 

· monitors membership revenue and analyzes trends;

· ensures that the general membership is informed of important/relevant issues;

· maintains personal contact with the membership to the greatest degree possible.

Conferences and Workshops
· assists with the coordination and planning of conferences, workshops and events of the Association;

· develops Saskatchewan Library Conference budget, oversees authorized expenditure of funds, prepares financial reports and distributes profit;

· coordinates local arrangements for the annual conference including contracting for space, negotiating rates, assisting in assigning session meeting rooms, and reserving rooms for speakers, executive members and special guests;

· maintains the Saskatchewan Library Conference Handbook.

Communications and Publications
· assists with the publication of all pamphlets, brochures and communications to the membership and others;

· coordinates all communication to the general membership including emailing newsletters, general mailings, website, news releases, etc.

· works with the website committee to develop and maintain website.

Project Management

· assists in the development of projects and programs established or approved by the Board, directing and supervising their implementation;

· monitors progress of projects, ensuring budget adherence and timely completion of objectives;

· assists the Finance Committee in pursuing new funding opportunities;

· assists with conducting surveys and gathering and analysing data;

· administers government grants.

Lobbying and Public Relations

· maintains effective relationships with government and ensures that the positions of the Association and its members are presented in accordance with the policies and objectives of the organization;

· serves as spokesperson for the Association with the press when required;

· represents the Association at public functions;

· establishes and maintains such relationships with other associations, government, publishers, public service organizations and vendors as are desirable or necessary in the best interests of the Association and in conformity with the overall objectives and policy of the Association.

Other

· executes such other responsibilities as may be delegated by the President.
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