EXECUTIVE DIRECTOR:
The Southeast Festivals & Events Association (SFEA) is a 501 (c) 6 membership-based organization comprised of festival and event planners, venues, and industry service providers. SFEA was founded in 2009 to strengthen the festival and event industry throughout the southeast United States by hosting educational sessions, networking opportunities, award recognition, and additional events throughout the year; thus, allowing for continued professional growth within the festivals and events industry. 
General Overview:



The Executive Director will manage all business aspects of the Southeast Festivals and Events Association (SFEA).  These aspects include but are not limited to financial management, contractual relationships, membership development and retention, public relations, marketing, fundraising, sponsorship solicitation, media relations, and general office duties.  The director will maintain a SFEA office under the provisions set forth in the policies & procedures manual.  The director shall coordinate and manage the SFEA annual conference.  The director will provide support, analysis, and recommendations to the board of directors and to various committee chairmen.  The SFEA director will be knowledgeable of issues pertaining to the festival and event industry.  
DUTIES:

SFEA Office:

The director will maintain a SFEA office in their home or other place of business.  Office hours will vary. The office shall be equipped with phone, answering machine, and computer. All phone messages and email inquiries must be handled in a timely manner.

From the SFEA office, the director will manage the SFEA website and database of event professionals. The director will also maintain SFEA’s registration with the State of Georgia.
Financial Management:

The director works closely with the treasurer to manages all SFEA financial accounts using general financial and accounting guidelines. The director is responsible for writing all checks and sending the treasurer copies of all receipts. A current written financial report will be presented at all Board of Directors meetings for review and approval by the Board. 
The director shall work with the Board treasurer in preparing an annual budget. He/she will monitor the budget and adhere to all budgetary constraints. The director will also adhere to the financial procedures manual.
Membership:

The director will:

· Be the contact to all membership inquiries.

· Process all new members and inform the Board of all new members.

· Work closely with the membership committee to maintain existing members, renew existing memberships, and solicit new members.

· Take a pro-active approach to seeking new members especially in the festivals and events industry.

Conference & Seminars:

The SFEA executive director manages and assists in the implementation of all aspects of the yearly conference.  The director shall negotiate all hotel contracts and after Board approval execute said contracts.  The director will:

· Assist the conference committee.

· Create & distribute a conference brochure.

· Maintain fiscal responsibility by adhering to the conference budget.

· Assist with the awards program by creating and distributing the award application in a timely manner, processing all applications, securing judges, purchasing awards, and helping with the award ceremony.
The director shall oversee and assist the chairman of any SFEA seminars including but not limited to:  one-day seminars, regional seminars, socials, etc.   This will include securing hosts/sites, preparing and processing registration materials, identifying sponsors, securing speakers and coordinating catering if not done by the host. Every effort should be made to organize at least four seminars per year.
Board of Directors:

The executive director reports to the Board of Directors of SFEA.  The director will:

· Provide support, analysis and recommendations to the board.

· Assist the Chairman of the Board with meetings and other projects.

· Supervise production of Board agendas and minutes.

· Send board meeting reminders to the board which include the agenda, minutes, financial reports and any other needed materials.

· Attend all Board meetings.

· Deliver a report to the board at each board meeting.

· Implement all Board directives

· Insure compliance with Board policies, procedures and bylaws.

· Assist the Board with the organization’s long-term planning.

· Maintain a record of board member rotation.

Conduct:
The SFEA executive director will conduct themselves in a courteous, professional manner always.  He/she will adhere to the standards of ethics and conduct of SFEA.  The SFEA executive director will not use foul language or make any comments regarding race, ethnicity, religious preference and sexual preference while representing SFEA.

The SFEA executive director will be a neutral party representing all members equally.

Compensation & Benefits:

The SFEA director’s compensation and benefits are established by the board of directors and will be reviewed annually.  The executive director position is a contracted position. The SFEA director will receive a written performance evaluation from the executive committee once a year or as needed.

The SFEA director will receive:

· A monthly Salary based upon the candidate’s experience.

· Mileage re-imbursement based on the current IRS percentage.

· Bonuses for membership, conference and seminars are as follows:

Membership
Anything above the budgeted amount for membership will be split 50/50 with the ED.

Conference

After all conference expenses are paid, the profit will be split 50/50 with the ED.

Seminars
After all seminar expenses are paid, the profit will be split 50/50 with the ED

SFEA will pay for the director to attend the STS Marketing College Festivals Track, in order to obtain the 3-year certification as well as any additional conferences that may be applicable upon evaluation by the SFEA Board. This includes travel (airfare, ground transportation); hotel; registration fees; and meals based on a per diem established by the Board. 

The successful candidate must possess strong leadership, management, interpersonal and oral/written communications skills and general office skills.  Experience in reporting to and working with a policy Board is beneficial. Graduation from a college or university with a bachelor’s degree is required.

  
Experience recruiting membership, planning and implementing educational seminars and conferences, marketing, promoting and working with a board of directors is desired.




If you are interested in applying for this position, please email resume and cover letter to SFEA Executive Director Search Committee, sfea@southeastfestivals.org. No phone calls please. Resumes must be received no later than March 23. 

