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Position Available

Job Description: Executive Director (Part-Time)
Title:  Executive Director

Reports to: The Board of Directors

Summary:  The Executive Director acts as the Chief Executive Officer of the organization and is responsible for its management and for outreach in furtherance of its vision and mission. The Executive Director works under the general oversight of the Board of Directors.
Overview: The Executive Director provides management, planning and outreach services to The Mental Wellness Awareness Association (also d.b.a. American Mental Wellness Association) with regard to its programs, services, finances, resource development, communications and board development. The Executive Director seeks out and builds relationships with other non-profit partners and supporters as well as businesses, foundations, government officials and potential funders in order to promote its programs and services and to seek out and gather knowledge on mental wellness issues.  The Executive Director works with the Board to establish vision, policies, strategic focus, priorities and general scope of programs and activities.
Responsibilities: 
Support and work with the Board of Directors to -
· Assure that the Association operates in a manner that is consistent with its mission and Board direction;.

· Provide leadership in developing the Association as an effective, high quality association;
· Keep the Board informed about issues and events which impact the Association including conditions, opportunities, issues and challenges that may arise;
· Coordination Board meetings and communications with the Board;
Management of Office -
· Provide ongoing review and management to assure the organization stays within approved plans and budgets;
· Oversees purchases of equipment and supplies as required.
Manage Finance and Fundraising -
· Develop relationship with funders of the Association and maintain regular communications with funders;
· Identify grant opportunities and develop proposals and produce required reporting to funding sources;
· Maintain assets of corporation.
Develop and Coordinate Outreach -
· Build relationships with government officials;
· Develop relationships with state and national organizations involved in mental wellness issues;
· Support the development of effective mental wellness programs consistent with Association’s vision and mission.
Management of Programs and Services -
· Oversee the development of new programs and services as needed;
· Ensure program quality and consistency with organizational goals through ongoing evaluation of all programs and services to determine effectiveness;
· Coordinate outreach activities of Board members, volunteers, and instructors for maximum effectiveness;
· Maintain records of programs and services and instructor activities for reporting purposes.
Public Presence of the Association -
· Develop a communication strategy to enhance the Association’s presence as the “go to” expert on mental wellness and Mental Health First Aid programs;
· Serve as a spokesperson and speaker for the Association and assure the Association’s mission is properly presented to various publics;
· Develop effective and ongoing relationships with media;
· Develop relationships with other associations, organizations, and persons pertinent to the Association, coordinates activities and co-sponsor events;
· Represent the Board in negotiations with partners, as directed by the Board.

Qualifications -
· Bachelor’s degree or equivalent experience;
· Evidence of passion for and commitment to Mental Wellness Issues;
· Nonprofit management experience including financial management thereof;
· Experience with capacity building programs;
· Fundraising and communication skills;
· Experience working with board of directors.
This is a part-time position

Salary Range $1,000 monthly
Send inquiries to:  mwaa@mentalwellnessawareness.org or message at 717-957-3432

The Mental Wellness Awareness Association is an equal opportunity employer and is committed to the belief that each individual is entitled to equal employment opportunity.
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