                                      JOB DESCRIPTION FOR EXECUTIVE DIRECTOR 
Washington State Chefs Association 



 The Executive Director reports to the Officers & Board of Directors, and is responsible for the organization's consistent achievement of its mission and financial objectives. In committee development and administration, the Executive Director will: 

Specific responsibilities:

1. Assure that the organization has a long-range strategy which achieves its mission, and toward which it makes consistent and timely progress.

2. Provide leadership in developing program, organizational and financial plans with the Board of Directors, and carry out plans and policies authorized by the board.

3. Promote active and broad participation by volunteers in all areas of the organization's work.

4. Maintain official records and documents, and ensure compliance with American Culinary Federation, federal, state and local regulations.

5. Maintain a working knowledge and professional relationship with of all committees and chairpersons.
6. Develop fundraising programs for the Washington State Chefs Association and our Educational Fund.
7. Develop new programs that will grow the membership of the Washington State Chefs Association

8. Shall keep all records and minutes of all ACF Association meetings. 
9. Organize monthly meeting and have minimum of 3 scheduled meetings confirmed before each monthly meeting 

10. Submit written monthly report at our monthly business meeting.

In communications, the Executive Director will:

1. See that the board is kept fully informed on the condition of the organization and all important factors influencing it.

2. Publicize the activities of the organization, its programs and goals.

3. Establish sound working relationships and cooperative arrangements with our associated members, community groups, media and food related organizations.

4. Represent the Washington State Chefs Association programs and point of view of the organization to agencies, organizations, and the general public.
In budget and finance, the Executive Director will:

1. Be responsible for developing and maintaining sound financial practices.

2. Work with the Finance Committee, and the board in preparing a budget; see that the organization operates within budgetary guidelines.

3. Ensure that adequate funds are available to permit the organization to carry out its work.
4. Jointly work with the president and secretary of the board of directors, conduct official correspondence of the organization, and jointly, with designated officers, execute legal documents.
5. Must be able to establish a means of further annual employment through profit making fundraising, sponsorships and advertising; the minimal goal would be to raise enough monies to paid for the director’s annual salary. 
ANNUAL SALARY FOR EXECUTIVE DIRECTOR

Washington State Chefs Association 

1 YEAR ANNUAL CONTRACT
$24,000 January-December (12 Months) 20 Hours per week
$1,700.00 Monthly salary contract 

$300.00 Monthly expenses for travel and food
Annual American Culinary Federation Dues paid by Association

Renewal of contract will be determined by the annual evaluation and goals set for each year.

If fundraising exceeds Executive’s annual salary and expenses $24,000 excluding the Washington State Governors Inaugural and the annual apprenticeship’s fundraiser, the Executive Director shall receive a 25% commission from fundraising, sponsorships and internet ads per calendar year.

