Job Announcement

Indochinese American Council

Application Deadline: January 10, 2012.
Applications will be reviewed on a rolling basis.
 Position Title:      Associate Executive Director        Responsible To:   Executive Director     

Mission Statement:    The Indochinese-American Council (IAC) mission is to help disadvantaged, multi-racial minority Americans including newly arrived refugees and immigrants from all parts of the world to achieve social, economic and racial harmony and cultural understanding between members of different ethnic groups in society.

Position Purpose: The Associate Executive Director supports the Executive Director in the development and implementation of the IAC’s strategic plans and policies, and provides leadership and direction to the IAC’s staff.  If the Executive Director is absent or indisposed, the Associate Executive Director takes his/her place.

Essential Duties and Responsibility:

· Operation and Management:

· Have full delegated authority to act on behalf of the Executive Director in his/her absence;
· Work with the Executive Director to oversee and manage the day-to-day operations of the IAC;
· Take a leadership role in the establishment of performance indicators, and monitoring of performance against goals; 

· Provide effective and inspiring leadership by being actively involved in all programs and services, 
· Work with the Executive Director to develop personnel-related policies and practices; 

· Take a lead role in the development of staff performance objectives and in the evaluation of performance against organizational goals;

· Oversee professional development for staff;

· Provide coaching to staff where necessary, and foster a staff culture that supports the IAC’s mission;
· Ensure compliance with any and all requirements from funders and regulatory bodies;
· Lead internal communications efforts through active communications to all staff including meetings, announcements, reports and bulletins. 
· Fiscal Management

· Assist the Executive Director in the development of IAC’s annual budget
· Work with the Executive Director to monitor the budgets of all programs;
· Community Leadership and Strategic Partnerships

· Work with the Executive Director to develop relationships in the community, creating opportunities to better understand and respond to the needs in education and other areas relating to the IAC mission;
· Work with the Executive Director to establish and maintain contacts with key individuals in both the public and private sectors;
· Support the Executive Director in the developing partnerships with the IAC’s community to support its mission.

· Fundraising and Marketing

· Develop and administer revenue generation activities, including: fundraising, business development, and grants applications. 

· Work with staff to publicize the programs and activities of the organization.
Qualification

Specific requirements include:

· Minimum BS/BA degree with at least 10 years of experience and a track record in senior program management in the field of education and/or human services
· Excellence in organizational management with the ability to coach a senior-level staff to manage and develop high-performance teams and develop and implement program strategies.

· Deep experience in program budgeting and fiscal management.

· Track record of effectively leading a direct service organize with a complex array of programs with the ability to leverage strengths across program areas; excellent project management skills.

· Analytic and decisive decision maker with the ability to prioritize and communicate to staff key objectives and tactics necessary to achieve organizational goals.

· Ability to point to specific examples of having led organizational transformation projects and program development.

· Past experience managing human resources function including personnel, compensation, and recruiting.

· Unwavering commitment to quality programs and data-driven program evaluation.

· Fundraising experience with the ability to engage a wide range of stakeholders and cultures.

· Strong written and verbal communication skills; a persuasive and passionate communicator with excellent public speaking skills.

· Action-oriented, entrepreneurial, flexible, and innovative approach to operational management. Passion, humility, integrity, positive attitude, mission-driven and self-directed.
How to Apply

TO APPLY Please send resume and cover letter to the attention of Search Committe, at info@iacphila.org. Applications for this position will be accepted until January 10, 2012. Please do not contact IAC regarding your application. Responses will be emailed after the close of the application period.

The Indochinese is an equal opportunity employer. 
