Seeking an Executive Director
Footlights, Center for Performing Arts is seeking a full-time Executive Director.Footlights, Inc., is a non-profit, after school program, inspiring Hartford youth to excel and discover their talents through the arts, in a safe and fun environment.  
Title: Executive Director 

Job Summary
The Executive Director is responsible for the successful leadership and management of the organization according to the strategic direction set by the Board of Directors. 
 
Duties and Responsibilities
Leadership
· Participate with the Board of Directors in developing a vision and strategic plan to guide the organization.
· Identify, assess, and inform the Board of Directors of internal and external issues that affect the organization.
· Act as a professional adviser to the Board of Directors on all aspects of the organization's activities.
· Act as a spokesperson and advocate for the organization in the local community.
· Represent the organization at community activities to enhance the organization's community profile.
Operational planning and management
· Develop an operational plan which incorporates annual goals and objectives that work towards the strategic direction of the organization.
· Draft policies for the approval of the Board and prepare procedures to implement the organizational policies; review existing policies on an annual basis and recommend changes to the Board as appropriate.
· Ensure that the Board of Directors and the organization carries appropriate and adequate insurance coverage.
· Provide support to the Board by preparing reports and supporting materials.
Program planning and management
· Oversee the planning, implementation and evaluation of the organization's programs and services.
· Ensure that the programs and services offered by the organization contribute to the organization's mission and reflect the priorities of the Board.
· Monitor the day-to-day delivery of the programs and services of the organization to maintain or improve quality.
· Oversee the planning, implementation, execution and evaluation of special projects as well as collaborative and satellite programs.
Human resources planning and management
· Determine staffing requirements for organizational management and program delivery.
· Oversee the implementation of the human resources policies, procedures and practices including the development of job description for all staff.
· Establish a positive, healthy and safe work environment in accordance with all appropriate legislation and regulations.
· Recruit, interview and select staff/instructors that have the right technical and personal abilities to help further the organization's mission.
· Implement a performance management process for all staff which includes monitoring the performance of staff on an on-going basis and conducting an annual performance review.
· Coach and mentor staff as appropriate to improve performance.
· Discipline staff when necessary using appropriate techniques; consulting with the Board of Directors, release staff when necessary using appropriate and legally defensible procedures.
Financial planning and management 
· Work with staff and the Board (Finance Committee) to prepare a comprehensive budget.
· Work with the Board to secure adequate funding for the operation of the organization, including grant and individual donor monies.
· Research funding sources, oversee the development of fund raising plans and write funding proposals to increase the funds of the organization.
· Develop and execute fundraising activities.
· Approve expenditures within the authority delegated by the Board.
· Ensure that sound bookkeeping and accounting procedures are followed.
· Administer the funds of the organization according to the approved budget and monitor the monthly cash flow of the organization.
· Provide the Board with comprehensive, regular reports on the revenues and expenditure of the organization.
· Ensure that the organization complies with all legislation covering taxation and withholding payments.
Community relations/advocacy
· Communicate with stakeholders to keep them informed of the work of the organization and to identify changes in the community served by the organization.
· Establish good working relationships and collaborative arrangements with community groups, funders, politicians, and other organizations to help achieve the goals of the organization.
 
	Skills, Education and/or Experience:
· Bachelors degree or higher in arts, non profit or management field.
· Minimum of three years or more of progressive management experience in a non profit organization.
· A background or interest in the performing arts and a love for youth required.
· Fund development and grant writing experience required. 
· Knowledge of leadership and management principles as they relate to non-profit/ voluntary organizations.
· Knowledge of current community challenges and opportunities relating to the mission of the organization.
· Knowledge of human resources, financial and project management.
· Proficient in the use of computers for word processing, financial management, e-mail and Internet.
Hours and Salary 
· Full time, 40 hours per week. 
· Executive Director will work a standard work week, but additionally will often work evening, weekends, and overtime hours to accommodate activities such as Board meetings and representing the organization at public events.
· Health benefits and parking included. 
· Starting salary is $40,000 and negotiable with experience. 
 
Interested applicants, please send your letter of interest and ressumto:
Footlights, Inc.
750 Main Street, Suite 706
Hartford, CT 06103
CLOSING DATE: March 15, 2008 
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