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Non-Profit Executive Director

Asian American Community Services (AACS)

Columbus, OH

Position Title:
Executive Director

Description of the Organization:

Asian American Community Services (AACS) is the premier non-profit community-based organization serving needs of all Asian Americans in Central Ohio. Since 1976, AACS has provided leadership in developing the Asian community through its expansive and proactive programs and services.
The mission of AACS is to improve the well-being and quality of life of Asian Americans and Asian immigrant families in Ohio by providing social services and empowering individuals through education, training, and leadership.  

Qualifications:

· Knowledge of and demonstrated commitment to the Asian American community.
· Ability to effectively communicate and work with the multicultural, multilingual, and multigenerational populations served and employed by AACS. Values and enjoys working in genuine partnership with these groups.
· A minimum of five (5) years of non-profit executive leadership or senior management experience, including organization development, operations and financial management, fundraising and donor relations, and program development.
· Experienced and successful grantsmanship, including foundation, county/state, and federal grants, fee-for-service contracts, product sales, and individual/corporate donor.
· Networks with relevant non-profit, funder, and research communities regionally, statewide and nationally.
· Skills in strategic planning, evaluation, and project management.
· Proven success coaching and developing staff and board.
· Excellent communicator and spokesperson; strong speaking and writing skills.
· An excellent reputation resulting from a proven record of high quality contributions to the Asian American community.
· Knowledge and management skills of computer technologies and information systems for non-profit organizations.
Position Responsibilities:

· The Executive Director of the AACS reports to the Board of Directors. 

· He/she is responsible for ensuring the effective implementation, monitoring, and evaluation of the mission, policies, goals, and programs adopted by the Board. 

· He/she performs all duties incident to the office and such other duties as may be required by law, by the articles of incorporation, or by the bylaws, or which may be prescribed from time to time by the Board of Directors.
General Administration:
· Supervises the staff and manages day-to-day operations of AACS.

· Implements the strategic goals and objectives of the organization.

· Provides direction and leadership toward the achievement of the organization's philosophy, mission, and annual goals objectives and strategies.

· Oversees the design, marketing, promotion, delivery and quality of programs, products and services.

· Serves in an ex-officio capacity on the Board of Directors and all board committees.
· Ensures that all documentation required by government entities and by funding organizations is properly prepared and submitted.
· Makes reports (including an annual report) and recommendations to the Board of Directors on budget and program services at regular Board meetings.
· Maintains all documents, files, and records of AACS.
Fiscal:

· With the assistance of the fiscal staff, prepares and submits a proposed budget to the Board and ensures that the approved budget is implemented.
· Recommends the yearly budget for Board approval and prudently manages the organization's resources within those budget guidelines according to current laws and regulations.
· Monitors the recording and proper accounting of all income, donations, and expenses and review monthly financial statements.
· Provides supervision of the annual audit and tax reporting.
· Ensures timely, complete, and accurate reporting to funders.
· Ensures the Board of Directors is aware of all new grants, coalitions with other agencies, organizations, and corporations.
Development and Fundraising:
· Oversees fundraising planning and implementation, including identifying resource requirements, researching funding sources, establishing strategies to approach funders, submitting proposals and administrating fundraising records and documentation.

· Oversees the development, writing, submission, and subsequent monitoring of all grant applications and proposals.

· Supervises staff in the development and budget management departments.

· Maintains an up-to-date awareness of available program resources in both the public and private sectors.

· Personally contacts prospective donors, business corporations, etc., for support and major gifts.

Human Resource Management:
· Effectively manages the human resources of the organization according to board-

approved personnel policies and procedures that fully conform to current laws and regulations.

· Ensures that qualified staff and volunteers are recruited, trained, and supervised to effectively implement organizational goals.

· Provides leadership, motivation, and development to staff.

· Ensures annual staff performance evaluations and reports results to the Board.

· Makes recommendations to the Board on staffing structure, including contracted individual, and on necessary changes in personnel policies.

Community and Public Relations:
· Assures the organization and its mission, programs, products and services are consistently presented in strong, positive images to relevant stakeholders.

· Establishes a positive and effective rapport with other agencies, organizations, coalitions, and individuals.

· Ensures implementation of effective public relations strategies and materials;

Board Relations:
· Provides the Board with information and assistance necessary to review, modify, and adopt the organization's policies, goals, and work plans.

· Assists with planning agendas, preparing appropriate report(s), and maintaining files on all business of the Board and Board committees.

· Cooperates and collaborates with the Board of Directors and all committees.


Starting Date:


· Open until filled.

Salary:


· Commensurate with qualification and experience (salary range is $52,500 to $55,000)

Benefits:


· Medical, dental, and optical for employees and dependents, vacation, sick leave, holidays per AACS policies.
How to Apply:

E-mail your cover letter, resume, and contact information of three professional references to the search committee chair: Dr. Jennifer Kue at kue.2@osu.edu.  

For more information about the position, please contact Dr. Kue at (614) 292-4078 or e-mail: kue.2@osu.edu.

AACS provides equal employment opportunities (EEO) to all employees and applicants for employment without regard to race, color, religion, sex, national origin, age, disability or genetics. In addition to federal law requirements, AACS complies with applicable state and local laws governing nondiscrimination in employment in every location in which the company has facilities. This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation and training.
