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Executive Director

Job Summary

The Executive Director, reporting to the Board of Directors, provides overall management of all fiscal and program operations, implements policies established by the Board, evaluates program and service data, and provides detailed reports to the Board of Directors. On a full-time basis, the Executive Director works with the Board of Directors and other staff to develop, implement, evaluate and maintain programs, services and activities, which fulfill the mission and goals of The First Tee.
Duties and Responsibilities

Board Interaction:

· Share in the development of the Business Plan and oversee its implementation
· Responsible for communicating effectively with the Board and providing, in a timely and accurate manner, all information necessary for the Board to function properly and to make informed decisions to achieve fundraising goals

· Assist in developing work plans for the Board and major committees
Programming:

· Oversee the development of training materials

· Ensure the implementation of the approved curriculum and instructional programs
· Solicit equipment donations and negotiate vendor discounts

· Ensure the creation of programs that are inclusive of all young people
Facility:

· Negotiate vendor rates & discounts

· Establish and maintain program location relationships
Public Relations/Communication/Events
· Develop and oversee all communication activities and policies

· Positively convey the Chapter’s brand image to the public and a vision of The First Tee’s strategic future to staff, board, volunteers and donors

· Coordinate communication activities for openings, special events, newsletter, printed materials and the website
· Implement public education and outreach activities, including public presentations, advocacy, training and testimony 
· Submit documentation as required by The First Tee Home Office

· Network with other Chapter colleagues and exchange best practice ideas

· Communicate regularly in board meetings any significant activities and status updates 
Financial and Administrative Management
· Execute the financial guidelines within a financial management system 
· Manage The First Tee budget including monitoring all receipts and disbursements

· Assist in creating capital and operating budgets

· Prepare and deliver accurate and timely financial reporting to the Board of Directors

· Maintain legal and accounting compliance according to 501(c)3 requirements

· Oversee payroll process for employees

· Negotiate all agreements for golf course leases, contracts and long-term commitments

Staff Management

· Supervise the Program Director and all management-level staff
· Hire, evaluate and review competent, qualified staff, including coaches
· Involve volunteers and parent organizations
Fund Development 
· Manage fundraising opportunities and year-round planning 
· Develop strategies to solicit sponsorships and donations from individuals, corporations, and foundations

· Oversee the development and implementation of a fundraising plan for capital, operating and programming needs

· Identify, cultivate and steward donors

· Maintain a donor database

· Research and write grant proposals

· Work with Board to establish new events and focus on other ways to generate revenue

Qualifications

· Bachelor’s degree in related field 
· Minimum of five (5) years of relevant work experience

· Proven successful ability in fiscal, program and staff management
· Three or more years of senior non-profit management background with experience in program evaluation and development
· Solid, hands-on, budget management skills, including budget preparation, analysis, decision-making and reporting
· Knowledge of, and commitment to the goals and philosophy of The First Tee

· Knowledge of fundraising strategies and donor relations unique to nonprofit sector

· Strong organizational abilities including planning, delegating, program development and task facilitation
· Knowledge and ability to analyze and report statistical data

· Computer and database knowledge

· Proficient with fundraising and resource development and familiar with volunteer programs
· Experience in teaching or coaching programs
· Knowledge of the game of golf including instruction and equipment

· Strong organizational skills

· Experience in working with community based organizations with an exceptional ability to interface and engage diverse volunteer and donor groups
· Strong written and oral communication skills with a strong public speaking ability
· Able to work flexible schedule

· Able to travel to attend Academies, Regional and Annual Meetings and training sessions
Chapter Overview

The First Tee of Raritan Valley is one Chapter of a national/international non-profit youth initiative called The First Tee. The First Tee was created in 1997 by the World Golf Foundation to provide young people of all ethnic and economic backgrounds an opportunity to develop, through golf and character education, life-enhancing values such as honesty, integrity and sportsmanship. By engaging young people in a combination of life skills, leadership and golf activities, they also are exposed to positive traits that will help them achieve success in life.  The First Tee of Raritan Valley is located in the heart of New Jersey representing the six counties that make up the Raritan Valley region of New Jersey.  These counties include: Hunterdon, Middlesex, Morris, Somerset, Union, and Warren.  Our Chapter Office is located at one of our Facilities in Kenilworth, NJ.  Competitive Salary plus benefits, commensurate with experience.
Please email a Cover letter describing why you are an ideal candidate for the position along with your resume and salary requirements.   Email your resume in Word or PDF format to: rto@hellovanguard.com
The First Tee is an Equal Opportunity and Affirmative Action Employer. All qualified applicants, including minorities, women, veterans, and people with disabilities are encouraged to apply.
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