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JOB DESCRIPTION

TITLE:                  Executive Director
REPORTS TO:    Board of Directors 
SUMMARY:         Provides continuity of ASA internal and external programs and activities as directed by the ASA Board of Directors
DUTIES AND RESPONSIBILITIES:

· Reports directly to the Chairman or their designee. 
· Responsible for the day-to-day operational aspects of the ASA.

· Recommends and implements ASA policies and procedures as approved by the BOD
· Maintains continuity of ASA programs in coordination with the appropriate committee chair/BOD member  with outside organizations, agencies, businesses and governmental officials
· Contacts ASA Committee Chairman monthly to inquire on committee activity, progress resource requirements. Provides input at the Executive Committee monthly conference call.
· Regularly attend board meetings and participates in board conference calls
· Supports the Chairman of the BOD in the development and distribution of meeting agendas
· Prepares and maintains minutes/notes related to BOD meetings, distributes to BOD members within 48 hours.
· Maintains a current organization chart that defines the ASA committee structure and contact information, and distributes monthly.
Initiates regular meetings, in coordination with the appropriate committee chair/BOD member, with local agencies and organizations associated with operational and activities of sand sport representatives
· Represents the ASA at meetings of OHV organizations and governmental agencies as requested by the applicable committee chairman/BOD member.
· Participates in the development and implementation of ASA fund raising plans if applicable in coordination with appropriate committee chair/BOD member.
· Responsible to operate within budget allocated by the BOD for operations.

· Responsible to meet organizational fundraising goals set forth by the BOD.

· Assist BOD and committee chairman in determining cost benefits associated with ASA events and activities as set forth in the ASA Policy For Special Event, Project and/or Program Activities

· Organize ASA’s participation in events and activities in coordination with the committee chair/BOD member sponsored by other sand sport formal and informal groups such as the UDG, Dunes Outreach Team, ORBA, SDORC and other such organizations.
· Review the expenditures associated with all ASA committee activities and recommends cost saving measures to committee chairman
· Supports BOD members and committee chairman in the coordination of volunteers activities
· Implements ASA legislative policy and programs as directed by the appropriate committee chair and the BOD.
· Provides direct supervision to the ASA office support resources
· Review and recommend website presentation to fulfill the communication objectivities established by the ASA web site chairman and approved by the BOD
· Provide media copy for the ASA newsletter, monthly What’s New and other mass email communication to ASA membership and forward to the appropriate committee chairman for final approval by the BOD. 

· Includes “Directors Update” in ASA newsletter and “What’s New” publications to keep members informed of activities.
· Crafts and distributes ASA news releases to the Media relations chairman.  Final release drafts are forwarded to the BOD for approval.  
· Provide a weekly activity report the BOD, including a brief synopsis of daily actions as well as an outlook for the coming week.
· Recruits new ASA members, responsible to reach an annual membership increase as determined by the BOD.

· Contacts all new members who wish to volunteer, and with coordination with the committee chair, places them in the area best suited to their abilities.

· Other duties as directed by the BOD needed to fill the ASA mission and/or organizational needs. 
· Coordinate public meeting activities with BOD. (covers things like hotel contracts, speaker commitments, meeting logistics, etc) 

