THE TREE BANK FOUNDATION

POSITION ANNOUNCEMENT
JOB TITLE: Executive Director
July 27, 2012

The Tree Bank Foundation is recruiting qualified applicants for its Executive Director position in Oklahoma City. The Tree Bank is a 501(c)(3) non-profit organization that carries out urban forestry and tree planting projects on public and non-profit lands throughout the State of Oklahoma in cooperation with communities, local organizations, educational institutions and other entities as funding and resources allow. The Foundation’s Board of Directors is seeking an individual with a passion for trees that has the administrative and organizational skills necessary to operate the Tree Bank’s programs, manage approved planting projects, develop partnerships and assure effective and efficient management of the Foundation’s resources. Details about the Executive Director’s position and the application process are described below.
TYPE OF POSITION: The position is FULL TIME, to be located in Oklahoma City or the immediate metropolitan area.
ANNUAL SALARY RANGE: $30,000-$40,000 (commensurate with education and experience) 

SUPERVISOR: The Executive Director serves at the pleasure of the Tree Bank’s Board of Directors 

OPENING DATE: Friday, July 27, 2012 

CLOSING DATE: Friday, August 10, 2012 

STARTING DATE: Interviews will be scheduled in mid to late August with an early September starting date preferred. 

BASIC PURPOSE:
The Executive Director is a professional position responsible for management of the business functions of the Tree Bank Foundation and for organizing and coordinating a variety of tree planting and urban forestry related projects across the state using natural resource expertise of others. In general, this position is primarily responsible to: 

· Administer the Foundation’s business office and its assets in a professional, efficient and effective manner;

· Solicit and develop partnerships and sponsorships for a variety of tree planting projects across Oklahoma; 

· Provide organizational and administrative support for approved projects to assure their effective implementation;
· Help raise awareness of the value of tree planting programs in the state.
MAJOR DUTIES:
Office Management

Manage and operate the Foundation’s administrative office. Handle communications and correspondence concerning the Foundation’s business; maintain inventory records; order, store and account for office supplies, materials, postage and office equipment; maintain filing system; pay expenses; monitor condition of the office and arrange for needed repairs and service; arrange for monthly janitorial service and required computer technical service.
Corporate Management

Organize meetings of the Board of Directors; maintain Board records; manage financial records, including tax returns, insurance for other employees (if any) and for the office; maintain employee and contractor records.
Board Management

Maintain bylaws; develop meeting agendas and notify members; coordinate with committees; handle communications responsibilities; solicit and help train new board members; complete program and project accomplishment reports.
Staff Oversight

Hire, supervise and manage contractors and their accounts; seek assistance from volunteers and/or part-time assistants. 
Financial Management

Manage the Foundation’s financial records, including checking accounts, accounts payable, receivables, employee salaries and benefits and taxes; coordinate with accountants; maintain filing system.
Fundraising

Help organize annual fundraising campaign; maintain database; develop materials and correspondence; report results to the Board; accept, process and acknowledge donations.
Grants (Government and Private)

Develop grant proposals for funding support, and manage all aspects of successful grants as required by grant source; develop and nurture partnerships; oversee progress of partners and contractors.
Project Management

Solicit sponsors and partners for tree planting projects, and manage all aspects of funded projects, including assistance with landscape design, tree orders and delivery, coordination with partners and project organizers; arrange for publicity; and process payments.
Public relations

Maintain media contact list; suggest and develop press releases or contract for services; monitor publicity, represent the Tree Bank at community events; manage distribution of press releases and newsletter to media and obtain volunteer labor to assist.
Education

Work with OSU to maintain Foundation’s website (www.thetreebank.org); communicate using Facebook, You Tube and other electronic and social media; obtain and distribute printed educational materials.
MINIMUM QUALIFICATIONS: 
A four-year (bachelors) college degree is required. Experience in fundraising and office management is desired. Familiarity with Windows-based software, including Word, Excel, PowerPoint and Outlook is required. 

APPLICATION METHOD: 
Submit: 
· A cover letter that describes your particular interest in and qualifications for the Executive Director position, with a mailing address, a daytime phone number where you may be reached, and your email address. 

· A copy of your college transcript 

· A resume (including at least three professional references) 

Submit application materials by mail or in person to: 

The Tree Bank Foundation

Attention: Search Committee
16301 North Rockwell – Building A

Edmond, OK 73013

APPLICATION DEADLINE: no later than 5:00p.m. on August 10, 2012 
PLEASE DIRECT QUESTIONS ABOUT THE DUTIES AND RESPONSIBILITIES OF THE POSITION TO: 
Mary Gilmore Caffrey, Executive Director
(405) 330-4701 (405) 330-5415 

Email: mcaffrey@thetreebank.org 
FOR FURTHER INFORMATION PLEASE CONTACT: 
Rob Shaff, Tree Bank Foundation President
Email: rshaff@coltonnet.com
An Equal Opportunity Employer and Provider 
