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Section Executive Director Job Description Example

(Minimum requirements to be included in the Section Executive Director Job Description, as approved by the National Board and Council of Delegates, 1988)

1. Implement policies adopted by Section Board of Directors and provide staff assistance to Board and committees.  

Tasks may include, but are not limited to:

a. Facilitate long range and strategic planning

b. Develop annual work plan

c. Coordinate the annual report

d. Inform and advise on section obligations: legal, fiscal, bylaws, charter requirements 

2. Provide for public education and interpretation 

Tasks may include, but are not limited to:

a. Inform general public through resources and programs about camping and member camps

b. Provide media with information and press releases

c. Interpret ACA accreditation to members, prospects, and the public 

3. Maintain relationships with members, camps and the community at large

Tasks may include, but are not limited to:

a. Recruit new members and support current membership

b. Assist with section conferences and educational events

c. Sustain professional community relationships

d. Assist with legislative advocacy

e. Compile and distribute section newsletter in consultation with newsletter editor

f. Maintain member data base

4. Exercise fiscal management

Tasks may include, but are not limited to:

a. Prepare budgets and reports in consultation with section treasurer

b. Maintain accounting system and all required fiscal and legal records

c. Implement fund raising plans

d. Manage reserve funds

e. Manage section office, other property, and assets

f. Develop new projects to increase Section income in consultation with the 

    Section board

5. Coordinate human resources

Tasks may include, but are not limited to:

a. Provide for recruitment, training, empowering, and recognizing volunteers

b. Recruit, hire, train, and supervise office staff as needed

