


COLORADO SCHOOL AND PUBLIC EMPLOYEES RETIREMENT ASSOCIATION
May 2022
 EXECUTIVE DIRECTOR JOB DESCRIPTION

ESSENTIAL JOB FUNCTIONS
I. OUTREACH

a. Serves as an ambassador for CSPERA.
b. Works with administrative assistant on membership marketing and other activities.
c. Assist local unit membership training programs. 
d. Collaborates with NRTA/AARP in promoting CSPERA.
e. Works closely with SecurePERA, The Colorado Coalition, CEA, CEA-R, CASB, CASE and other organizations that support PERA and CSPERA.
f. Develops and maintains relationships with state agencies and other public officials for the Association.
g. Works closely with the PERA to maintain a positive working relationship.
h. Supervises maintenance of membership records.
i. Willingness to travel statewide or hold virtual meetings as appropriate.


II.	STAFF SUPERVISION
a. Supervises the operations of the CSPERA office.  
b. Provides a safe, amicable and professional atmosphere for the office staff.
c. Defines duties, establishes performance standards and conducts regular written evaluations of all staff.
d. Employs and terminates office personnel with approval of President and Executive Board.
e. Directly supervises all staff. 



III.	FISCAL MANAGEMENT
a. Prepares, with the Treasurer of the Association, the accountant and the CSPERA Finance Committee, all budget reports and initial budget documents to be presented to the Executive Board for approval before the Treasurer presents the budget to the Board of Directors.
b. Responsible for overseeing preparation of payroll and reconciliation of bank statements. 
c. Prepares books and assembles information for the periodic audits.
d. Approves and assigns to the correct budget category all invoices within the adopted budget.
e. Insures that proper financial records are maintained.
f. Periodically reviews all maintenance contracts, insurance policies, state and IRS reports and payments as required.
g. Insures that all funds, physical assets and other property of the Association are appropriately administered, maintained, safeguarded, and inventoried annually.

IV. OFFICE ADMINISTRATION 

The Executive Director is responsible for and has authority to accomplish the duties set forth below:

a. Demonstrates administrative, technological and management skills needed for the operation of the CSPERA office.
b. Supports the President, Executive Board, and Board of Directors of CSPERA.
c. Prepares and maintains all official records and makes them available to the CSPERA Executive Board as requested.
d. Reports to and is evaluated by the CSPERA President and Executive Board.



V.	ASSOCIATION SERVICES 
a.     Oversees the arrangements for Board of Directors, Executive Board, and other CSPERA meetings.
	b.     Serves as ex-officio member of all standing and ad hoc committees.
	c.     Oversees the coordination of materials for all special and annual meetings.
	d.     Oversees the registration and supervision of volunteers at meetings.

VI	MEMBER BENEFITS
a. Develops and maintains membership benefits as recommended by the Executive Board and approved by the Board of Directors.
b. Develops and maintains relationships with vendors, partners and other organizations with similar missions to CSPERA as directed and approved by the Executive Board.
c. Oversees the coordination of promotional events and activities.

VII.	PUBLIC RELATIONS/COMMUNICATION ACTIVITIES	
a. Coordinates issuance of Association news releases with the President and Communications Chair.
b. Coordinates the website and social media updating and strategies.
c. Visits local units and other organizations, as appropriate, and in consultation with the President and Division Chairs.  
d. Works closely with all committees to promote and market CSPERA.

VIII.	CSPERA PUBLICATIONS
a. Coordinates the newsletter and other publications (hard copy and electronic).
b. Assists and coordinates development of policy regarding CSPERA publications in collaboration with the President.
	
OTHER DUTIES
Performs other duties as assigned.

KNOWLEDGES, ABILITIES AND SKILLS
Ability to supervise professional, technical and support staff.
Ability to communicate effectively, both verbally and in writing.
Ability to work cooperatively with others.
Demonstrated knowledge and skills in customer relations.
Ability to use complex technology applications, including social media.
Demonstrated organizational skills, ability to work independently and plan for effective, timely completion of work.

Willingness to keep abreast of developments in nonprofit organizational structure and management.

QUALIFICATIONS

Five or more years of administrative/supervisory experience or equivalent preferred.

ORGANIZATIONAL RELATIONSHIPS
       Reports to and is evaluated by the President in collaboration with the Executive Board.

WORKING CONDITIONS
      Work is performed in a typical office and/or meeting environment.
FLSA STATUS
       Exempt

WORK YEAR
      30 to 35 hours per week
START DATE
     July 1, 2022
     Employment will begin with a 90-day probationary period
COMPENSATION/BENEFITS
    Hourly range of $32-$35 based on experience
    Yearly bonus ($2000-$5000) based on year-end evaluation
    Eligible for holidays, vacation, and personal/sick leave accrual.
APPLICATION, RESUME AND QUESTIONS
Send cover letter, resume, and references and/or questions to;
Mary Lynn Jones, CSPERA President-Elect, mlbj67@msn.com, 970-493-5487.
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