Miami Valley Educational Computer Association
Job Description

Title: Executive Director

FLSA Status: EXEMPT

Reports to: Miami Valley Educational Computer Association Governing Board of Directors
Supervises: All MVECA Staff

Hours: 40 hours/week

Qualifications

Education and Experience:

e Bachelor’s degree or higher with training in education, technology, or business related field and/or equivalent
work experience

e Technology operations management experience (e.g., project management, staff supervision, budgeting,
strategic planning, etc.)

e Knowledge of educational administration practices and educational data processing applications

e Ability to maintain productive supervisory relationships

e Experience with human resource development

Skills:
e Proficient in the use of word processing and spreadsheet applications
e Demonstrates professionalism and maintains a positive work attitude
e Articulates a clear vision and provides leadership to advance the change process
e Promotes a positive work and learning environment. Engenders staff and student enthusiasm
e  Skillfully manages individual, group, and organizational interactions
e Effectively uses verbal, nonverbal, writing, and listening skills
e Enters data and completes detailed paperwork accurately
e Organizes tasks and manages time effectively
e Interprets information accurately and initiates effective responses
e Averts problem situations and intervenes to resolve conflicts

e Meets all prerequisite qualifications to be bonded
e Documented evidence of a clear criminal record
o Meets all mandated health requirements

General Responsibilities

To provide supervision, support, and assistance to all MVECA personnel; to participate in the screening, selection, and
development of the staff to minimize turnover, maintain high morale, and ensure professional growth; to facilitate
communication with MVECA's client organization and staff, keeping them informed of projects and service offerings; to
identify opportunities for growth and expansion of MVECA’s services and make recommendations for successful
implementations.

Essential Job Functions

o  Skillfully manages individual, group, and organizational interactions
e Serves as the Board’s professional advisor. Attends regular and special board meetings as directed. Prepares
meeting agendas. Provides information and presents recommendations on all issues considered by the board
o Develops performance goals and a strategy to accomplish approved objectives within specified time lines
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e Evaluates the ongoing relevance of board policies. Develops administrative procedures to carry out adopted
board policies

e Facilitates and maintains effective communications with the MVECA board, member districts, and staff

e Uses personal discretion to address emergency situations not covered by board policy or administrative
procedures. Reports actions undertaken

e Provides leadership for the planning and implementation of a strategic plan. Works with board members,
consortium members, and staff to develop strategies to achieve identified objectives

e Prepares an annual budget designed to serve the needs of the association

e Administers and is accountable for the effective provision of association services

e Provides in-service training and facilitates communications with consortium members to ensure that the
association’s services are fully utilized

e Promotes a favorable image and understanding of the association’s mission, philosophy, and vision to sustain
membership growth

e Serves as the board’s liaison to association members and community organizations

e Qversees the timely submission of reports, records, and inventories. Maintains MVECA records for the maximum
period mandated by law and/or board policy

e Supervises the preparation of grant and foundation applications

e Administers human resource functions. Recommends the appointment of job applicants to the board

e Administers staff performance reviews, assighments, demotions, transfers, and/or terminations

e Promotes professional growth to enhance staff skills

e Formulates salary schedules and benefit package recommendations

e Qversees an ongoing program to maintain and preserve the association’s assets

e Serves on committees, advisory councils, and participates in national, state/or regional activities that advance
the Miami Valley Educational Computer Association goals

e Builds community partnerships that enhance the Miami Valley Educational Computer Association programs and
services

e Travels to meetings and work assignments

Ancillary Duties:
e Perform other specific job-related duties as directed
e Remain current with technology and obtain relevant training that support job functions
e Participate in staff meetings and professional growth opportunities to enhance performance and advance
organizational goals
e Respect personal privacy and maintain confidentiality of privileged information
e Uphold board policies and follow administrative procedures
e Maintain an acceptable attendance record and punctuality

Physical Demands and Working Conditions

The physical demands described here are representative of those that must be met by an employee to successfully perform the
essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this job, the employee is regularly required to sit, talk, and hear. The employee will
occasionally need to travel to other locations, move throughout buildings, and climb stairs. The employee will be
required to read and work at a computer for prolonged periods of time and will frequently repeat the same hand, arm,
and finger motions such as typing. Specific vision abilities required by this job include close vision. The employee will
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regularly be required to lift and move up to 25 Ibs. and will rarely be required to lift and move equipment and cabinets
that may weigh up to 100 pounds but may obtain or use equipment/carts to facilitate these tasks. The employee will
occasionally be required to work in close confined spaces.

Employee will regularly interact with customers and other staff members both in person and on the telephone. The
noise level in the office work environment is moderate to occasionally loud. The position will occasionally require the
use of a personal vehicle for travel purposes. The employee may occasionally work in adverse weather conditions and
seasonal temperature extremes. This position requires meeting deadlines with severe time constraints. This position
may involve stress as a result of those time sensitive obligations.

The noise level in the office work environment is moderate to occasionally loud. This position requires meeting
deadlines with severe time constraints. This position involves stress as a result of those time sensitive obligations, the
responsibility to ensure that laws and regulations are followed, and the demands of maintaining communications with
large and diverse publics.

Evaluation
Job performance is evaluated according to MVECA Policies and Procedures Manual

The Miami Valley Educational Computer Association is an equal opportunity employer offering employment without
regard to race, color, religion, sex, national origin, age, or disability. This job description summary does not imply that
these are the only duties to be performed. This job description is subject to change in response to funding variables,
emerging technologies, improved operating procedures, productivity factors, and unforeseen events. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

My signature below signifies that | have reviewed the contents of my job description and that | am fully aware of the
requirements of my position.

Employee’s Name (printed):

Employee’s Signature Date
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