POSITION DESCRIPTION 
 EXECUTIVE DIRECTOR

(as of Oct 1, 2008)
The AF Comm & ATC Association Executive Director (ED) is responsible for the day-to-day management, direction and oversight of the Association.  The ED has a significant number of duties and responsibilities as identified in the Constitution and by-laws, the Convention Guide, and other policy documents for the Air Force Hall of Fame, AF Comm & ATC Association Hall of Honor, Life Achievement Awards, and appointing special and on-going committees.

The following are the key tasks and responsibilities for this position:

Appoint individual regular or life members of the Association to serve on the Budget & Finance Committee, the Financial Audit Committee, Nominating Committee for the BODs and the Hall of Fame/Hall of Honor Committee.  In addition, appoint individuals to special activities, as needed, such as Web Site Manager,  Chaplain, Historian, Judge Advocate, Ham Radio Coordinator, etc. These positions are not BOD voting positions.

Assign duties of the Directors at Large, with the consensus of the Executive Committee consistent with the good management of the Association.

Convene an annual Board of Directors meeting at the annual Association convention and preside over the meeting. The ED will publish a call for the annual budget to the BOD for submission to the Treasurer that will be discussed and approved at the annual Board of Directors meeting.  Develop and publish to the BODs the agenda for the annual Board Meeting. The Budget Call will be approximately 90 days before the scheduled date for the Annual Board Meeting. A tentative agenda will be published in the June issue of the Communicator and will be finalized no later than 30 days prior to the scheduled Annual Board Meeting. The Executive Director will establish a close relationship with the Executive Secretary to ensure that all agenda items are covered, voted on as required, and that major actions are contained in the formal minutes of the Board Meetings.

Solicit volunteers to host annual Conventions with the assistance of the Convention Committee, beginning at least two years in advance.  Select an individual(s), who is/are qualified to negotiate hotel contracts in accordance with the Convention Guide policies.  Is responsible for the general conduct of the annual convention, conducts the General Business meeting and establishes the schedule for the Saturday night banquet.  Is responsible for the seating arrangement of VIPs, Board of Director members, past Executive Directors, and members classified as Founders.  

Develop a list of active duty military organizations that will be extended invitations to our annual convention.  The Association will absorb the registration fees for these invited guests. Coordinate with the Air Force for a State of the Air Force Air Traffic Control and State of the Air Force Communications/Information presentation at each convention.  

Provide any assistance to the Convention host for obtaining a Guest/Keynote speaker for the annual convention (this is primarily a Host responsibility) as required.

Provide guidance and direction as necessary to members of the BOD who may require it.

Maintain and transfer all Association files to the incoming Executive Director.  Prepare a notebook for the incoming Executive Director that will contain copies of the current constitution and by-laws and Association policies.

Become familiar with IRS Rules for 501 (c) (19) Tax Exempt organizations, the Constitution and By-Laws, and other Federal or State directives.  Review the annual Return of Organization’s Exempt From Income Tax Form prior to submission to the IRS (report is due at the IRS before Nov 15 of each year).
Perform other duties as required.
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