Position: 
Executive Director for the Wisconsin Association of Family and Consumer
Sciences (WAFCS)

Starting Date: July 1, 2012
Qualifications 
· WAFCS and AAFCS membership preferred. 

· Understanding of WAFCS and AAFCS organizational goals. 

· Management skills and organizational ability. 

· Adaptability to carry out a variety of responsibilities. 

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

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

· Available office space in own home. 

· Personal transportation, valid Wisconsin driver’s license, and telephone. 

· Computer knowledge of Microsoft Office Suite (including, excel, word and publisher) Adobe, and email required, with previous experience helpful.  Ability to up-date Association’s web page.

Administrative Responsibilities 
· Maintain a permanent address for the Wisconsin Association of Family and Consumer Sciences. 

· Maintain a record of the Association’s current policies and procedures. 

· Assist Council members with Association business. 

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

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

· Responsible for soliciting content for the WAFCS Newsletter; developing and editing content, and distribution to membership. 

· Potential to serve as the web site master to maintain up-to-date information on the WAFCS web page
· Collaborate with Communications Chair and web site master to maintain up-to-date web site.

Major Functions of the Position 

· Serve as the primary liaison to AAFCS for administrative matters and to the general public for information about the organization. 

· Maintain an up-to-date membership data base and publish a directory of all members. 

· Assist WAFCS Past President in maintaining current WAFCS by-laws, policies and procedures handbook to be consistent with AAFCS bylaw changes and post a copy on the WAFCS website. 
· Responsible for specified mailings of the Association. 

· File annual tax forms and other legal documents, in collaboration with the WAFCS President and Treasurer. 

· Coordinate with annual meeting chairperson to define conference responsibilities. 

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

· Attend all WAFCS Executive Board and General Business Meetings in an ex-officio capacity. 

· Arrange for WAFCS Executive Board Meetings after date and location are approved by the Executive Board and assist officers in distribution of materials. 
· Arrange for distribution of the publication newsletter, and post the newsletter on the web site.
· Submit a quarterly contract to the Executive Board to have signed by the President and the Treasurer. 

· Submit quarterly voucher to the Treasurer. 

· Maintain a supply of WAFCS stationery. 
· Gather important association papers on an annual basis for placement in archives.
· Submit written or electronic report to the council at each council meeting. 
Compensation 
· Position is based on a contract year from July 1 to June 31. 

· Quarterly payments will be paid by the Treasurer. Payment amount and schedule of payment determined by Board of Directors.
Send letter of interest and resume by March 1, 2012 to: 


Diane Klemme


120 Heritage Hall


Menomonie, WI 54751 


klemmed@uwstout.edu 
