EXECUTIVE DIRECTOR
CONTRACT FOR SERVICES
Updated 3/09
Pursuant to the attached job description, the Washington Association of Career and Technical Education, Family and Consumer Sciences Educators section, contracts the services of ______________________ as Executive Director at the rate of $400.00 (four hundred dollars) per month based on an average of 20 (twenty) hours per month for the period of July 1, 200_ to June 30, 200_.  At the first of the month they will send to the Treasurer a voucher for the preceding month.  A monthly payment of $400.00 will be made by the Treasurer.  Following the initial 90-day evaluation and/or the bi-annual review to be reviewed by the Executive Committee and a satisfactory appraisal, a new contract will be negotiated to begin on July 1, 200_. 
This agreement may be terminated upon written notice received 60 days prior to the effective date. 
_________________________________________________

  _____________
Executive Director        






  Date
_________________________________________________  

  _____________
WA-ACTE FACSE President       





 Date
_________________________________________________

 ______________
WA-ACTE FACSE Treasurer       





 Date
JOB DESCRIPTION
WA-ACTE FACSE EXECUTIVE DIRECTOR
Updated March 2009
TITLE OF POSITION
Executive Director for the Washington Association of Career and Technical Education, Family and Consumer Sciences Educators section.

ADMINISTRATIVE RESPONSIBILITIES
1.  Maintain a permanent address for the WA-ACTE FACSE Association.    
2.  Maintain a record of the Association's current policies and procedures.

3.  Assist the Executive Board with Association business.

4.  Communicate the policies of the Association to the membership and public. 

5.  Communicate concerns from the membership to the President and/or Executive Board.

MAJOR FUNCTIONS OF THE POSITION
1.  Maintain current directory of active, associate, retired/life, and pre-professional/graduate student members.
2.  Help Membership committee co-chairs prepare and distribute the WA-ACTE FACSE Directory 

     each October.  

3.  Assist WA-ACTE FACSE Past President in maintaining current WA-ACTE FACSE Operations Handbook and see that each officer has a copy of their own for use during their term.

4.  Work with the Past President to update the WA-ACTE FACSE Bylaws to be consistent with WA-ACTE and ACTE Bylaw changes.

5.  Responsible for specified mailings of the Association.

6.  File annual tax forms and other legal documents, as needed.

7.  Retain non-current legal and financial records, such as tax forms.

8.  Attend all WA-ACTE FACSE Executive Board, Committee, and General Business Meetings in an ex-officio capacity.

9.  Compile packets for incoming officers to be distributed at the Summer Conference Board Meeting.  

10. Arrange for WA-ACTE FACSE Executive Board Meetings after date and location are approved by the Executive Board.  Work with the President to prepare and mail agendas (date, times, place, participants) for the Board Meetings (March, August, and October).

11. Submit a yearly contract to the Executive Board to have signed by the President and the Treasurer.

12. Submit monthly voucher to the Treasurer.

13. Prepare an activity summary report prior to the board meetings.

14. Maintain a supply of WA-ACTE FACSE stationery.

15. Maintain mailing address and signature card for money market and bank accounts.

16. Gather important association papers to be placed in archives at the end of each fiscal year 

(June 30).  The WA-ACTE FACSE Treasurer will file these papers in Olympia. 

EVALUATION
1.  Executive Director is supervised by the WA-ACTE FACSE President.

2.  90-day initial evaluation by the Executive Committee.

3.  Bi-annual evaluation by the Executive Committee.

COMPENSATION
1.  Position is on a contract year from July 1 to June 30.

2.  $20.00 per hour based on an average of 20 hours per month.  Monthly payment of $400.00 will be paid by the Treasurer.  

3.  Possible expenses to attend ACTE Conference every other year.

4.  Reimbursement (by established WA-ACTE FACSE voucher policy) for Association telephone calls, postage, duplication, and identified transportation costs.

QUALIFICATIONS
1.  WA-ACTE, WA-ACTE FACSE and ACTE membership.

2.  Past experience includes service on the WA-ACTE FACSE Executive Committee Board.

3.  Continuous interest in WA-ACTE FACSE.

4.  Management skills and organizational ability.

5.  Competent secretarial skills.

6.  Adaptability to carry out a variety of responsibilities.

7.  Ability to relate to the membership and public in a pleasing and professional manner.

8.  Independent reliability in creating records, maintaining records, and communicating information.

9.  Available office space in own home.

10.  Personal transportation and telephone.

11. Computer knowledge and previous experience helpful.

12. Commitment to the position for a minimum of two years.

