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ALEXANDER CITY SCHOOLS
JOB DESCRIPTION

JOB TITLE:  Executive Director – Alexander City Schools Education Foundation (ACSEF)
REPORTS TO:  Superintendent; ACSEF Board President
SUPERVISES:  Not Applicable
QUALIFICATIONS:

1. Preferred Bachelor’s degree from an accredited four-year college or university with a concentration in the possible areas of business administration, public administration, marketing, public relations, human resources, or education
2. Preferred (3) three years of successful work experience in related field
3. Such alternatives to the above as the Board may find acceptable
KNOWLEDGE, SKILLS AND ABILITIES:

1. Excellent leadership skills 

2. Excellent verbal and written communication skills

3. Strong interpersonal skills
4. Excellent computer skills
5. Excellent organizational skills

6. Proficiency in research, interpreting, and analyzing diverse data

7. Ability to work both collaboratively and independently to achieve stated goals
JOB GOAL:

With an overarching focus of promoting excellence through the provision of resources beyond the norm of general federal, state, and local funding sources, this individual will provide leadership in the development, implementation, and coordination of efforts by the Alexander City Schools (ACS) and the Alexander City Schools Education Foundation (ACSEF) to secure resources from individuals, government agencies, business and industry, foundations, and other applicable resources.
PERFORMANCE RESPONSIBILITIES:

1. Research, identify, define, and develop funding sources to support existing and planned programs and initiatives for both the ACS and ACSEF.

2. Coordinate the development, writing, and submission of grant proposals for both the ACS and ACSEF.

3. Collect, analyze, and report data on funds raised through both ACSEF and grant-writing activities.
4. Collect, analyze, and report data on the performance of program activities that are funded by earned grants and the ACSEF.

5. Prepare or oversee the preparation of all required reports and maintain all appropriate records.
6. Direct and oversee the ACSEF fundraising goals, including: major gift solicitation, planned giving, special events, annual giving campaigns, and donor relations.

7. Create and implement a marketing plan to inform and engage the community with the ACSEF.
8. Manage and monitor day-to-day operations of the ACSEF ensuring fiscal accountability and the maintenance of records.

9. Maintain a database for donors and potential donors.
10. Oversee ACSEF funded programs, prepare annual budgets, develop annual goals and fund development plan, monitor program revenue and expenses in relation to budget and work with the Financial Director for the ACS
11. Maintain and enhance the ACSEF website and maintain a social media presence, using both the ACSEF and ACS media channels to promote each.
12. Serve as a liaison between the ACSEF Board of Directors, ACS BOE, volunteers, principals, and community groups.  
13. Represent the ACSEF and ACS at community events.
14. Write grants requested by the Superintendent of the ACS. 

15. Research grants for the school system and present such grants to the Superintendent and ACS administrative team.

16. Work with the ACS personnel to acquire any data and other information needed to complete grants.
17. At minimum, participate in one monthly meeting with the Superintendent and other members of the ACS administrative team to present information regarding possible grants.
18. Attend night and weekend events related to job responsibilities and community activities.
19. Lead overall management, fundraising, marketing, and project implementation for the ACSEF.
20. Maintain a strong presence in the community.
21. Perform other duties as assigned by the Superintendent. 
PHYSICAL REQUIREMENTS:

N/A

TERMS OF EMPLOYMENT:

Salary and benefits shall be paid consistent with the system's approved compensation plan. The length of the work year shall be 240 days.
EVALUATION:

An initial 90-day evaluation will be conducted in partnership by the ACSEF and the Superintendent. Annual evaluation of job performance will be conducted in accordance with the current requirements set forth by the policy of the Alexander City Schools.

It  is the policy of the Alexander City Board of Education that no person shall, on the grounds of race, color, disability, sex, religion, creed, nationality, origin, or age be excluded from participation in, be denied the benefits of, or be subjected to discrimination under program, activity, or employment.  
Signature: ______________________________________________ Date: _________________

Approved by Human Resources: ____________________________ Date: _________________
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