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DAYTON TOOLING AND MANUFACTURING ASSOCIATION




Position Description

Title:


Executive Director

Reports To:

President

Basic Function:
Manages the operation of the Association

Dimensions:

Budget

$250,000




Members
300 companies




Staff:

2 full time employees

Nature and Scope:

This position reports to the president of Board of Trustees of DTMA, with direction from the full Board.  DTMA is a regional association of tooling, machining, and manufacturing companies with the vision of supporting the industry’s ability to compete and succeed in the global market.

The intended outcomes of DTMA are addressed by volunteers and stakeholders, i.e., company owners and employees; companies offering goods and services to the industry; local, regional, and state government; and local and regional educational institutions.  This effort is organized around the DTMA Board of Trustees and various committees and sub-committees.

The incumbent is the chief operating officer of the Association, acting as the focal point for all Association activities and interacting with regional, state, and national organizations to strengthen the Association and the industry it serves.  The incumbent is the one person responsible for devoting full-time attention (amidst a sea of volunteers) to assure the tactical plans are being followed and results achieved in the timeframe expected.  The incumbent interprets and conveys the Board’s direction to the committees working through issues and building consensus and is responsible for driving these committees and any other resources necessary to the successful completion of the Association’s goals.

The incumbent’s time is spent managing the day-to-day operations of the DTMA office, overseeing the detail of the organization’s operational and growth plans, managing the financial aspects of the organization, and managing two staff members.

This professional-level position requires extensive experience and sustained success in project management related to the following:

· Management of multiple educational, industry, and outside organization relationships;

· Management of multiple high priority projects;

· Securing funding through sources in addition to dues.

Principle Accountabilities:

1) Develop and implement the tactical strategic plan to achieve the objectives of the DTMA.

2) Develop the one-year budget and identify additional revenue sources.

3) Interpret the direction of the Board of Trustees and manage the committees to the successful completion of those directions.

4) Determine necessary resources outside DTMA (i.e., fundraising, advertising, etc.) and connect through those organizations, be it industry, government, education, or community, weaving those skills into the goals.

5) Interface and collaborate with other organizations for the betterment of the Associations and its members.

6) Perform responsibilities normally assigned to the NTMA trustee with the exception of voting at NTMA board of trustees meetings.

7) Manage the day-to-day operation of the office staff, including hiring, work assignment, performance appraisal, and salary review to assure the accomplishment of the organization’s operational and growth plans.  Responsibilities of the DTMA office include, but are not limited to, the following:

a) Answering and routing phone calls (approximately 1,200 per month);

b) Monthly general meeting preparation;

c) Newsletter preparation;

d) Work with Board, committee, sub-committee, and ad hoc committee members to determine dates, times, places for meeting and publish agendas;

e) Prepare and distribute minutes from those meetings;

f) Carry out the detail of Association events (golf outing, holiday gala, apprentice graduation, apprentice competition, etc.);

g) Prepare the budget as driven by the strategic plan; and

h) Accountable for monies collected, preparation of payables checks, and monthly financial reporting to the Board.
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