
JOB DESCRIPTION
POSITION TITLE: Administrative Director

REPORTS TO: NAHA Executive Committee, Associate Dean for IGS
PRIMARY FUNCTION:  
The Administrative Director of the Norwegian-American Historical Association: 1) functions as the staff of the NAHA Board of Directors; 2) serves as NAHA development officer; 3) serves as NAHA public relations officer and staff member in charge of membership; 4) carries out the routine work of the office by providing coordination, administrative and clerical tasks necessary to carry out the day-to-day operations of the office of the Norwegian-American Historical Association.  Maintains orderly and hospitable environment for NAHA staff and visitors.
AREAS OF RESPONSIBILITY: 
1) Board:  Consults with and executes assignments from the NAHA Board President.  Cooperates with the Secretary in record keeping and maintaining roster of members.  With the Secretary of the Board keeps minutes of Board and committee meetings and all corporate records.  Collaborates with the Treasurer in preparing budgets, issuing financial reports, overseeing collection of dues and fees, and management of finances.  Prepares and archives documentation of Board activities and organization as a whole.  Provides written reports of membership, finances, public relations, and other activities to each regular meeting of the Board.  Facilitates task forces and committees.  Provides support for Board meetings and events, takes notes at Board meetings, coordinates minutes with Board Secretary, assists in planning meetings and events as necessary
2) Development: Proposes annual development targets in consultation with the Board.  Seeks major gifts, assists donors with estate planning, organizes and carries out an annual appeal, and solicits Board gifts.  Seeks sources of grant funding, prepares and coordinates grant proposals to granting agencies.  Provides written report on development efforts and income to each regular meeting of the Board.
3) Public relations: Responsible for issuance of regular newsletter, annual fund appeal, press releases, website, and publicity for special events.  Recruits new members.  Provides public with basic information regarding services of NAHA.  Maintains and updates NAHA website.
Provides receptionist support (or supervises student workers/volunteers in this capacity) to include answering calls, directing calls, taking and placing calls, and serving as an information source.  Greets visitors and patrons, answers routine queries, directs archive patrons to appropriate archival staff.  Handles e-mail requests.
4) Clerical/administrative
1.  Maintains membership records, processes dues payments, mails receipts.

2.  Monitors expenditures, processes invoices and payments, prepares deposits.  Enters and tracks income and expenditures on budget database.  Produces financial reports based on Quickbooks database. Monitors and purchases office supplies and equipment

3.  Coordinates and handles mail.  

4.  Conducts book inventory, processes book orders, supervises book mailing, registers copyright applications for new books.

5) Supervision: Supervises the day-to-day work of student worker assistants and non-archive volunteers.
6) Other: Performs all duties incidental to the office of Administrative Director and such other duties as from time to time may be assigned by the President or the Board of Directors.
SUPERVISORY RESPONSIBILITIES:  Supervises non-archival student workers, and non-archival volunteers. 
CONTACTS: NAHA Board of Directors and Executive Committee of the Board, donors, patrons, archives staff, officers of granting agencies, NAHA members, St. Olaf students, faculty, staff, alumni and parents.
EDUCATION:  Essential: Bachelor's degree.
EXPERIENCE: Essential: Strong interest in Norwegian-American history and culture.  Sales and/or marketing experience or experience in non-profit development/fundraising. Computer experience including word processing, spreadsheet, database, web page and basic bookkeeping tools.
Desirable: Knowledge of Norwegian language.  Previous supervisory experience.  Previous experience working in a non-profit environment, working with boards, volunteers, and development. Familiarity with working in an academic environment.  
KNOWLEDGE, SKILLS, ABILITIES:  
Energetic, highly motivated individual with strong organizational skills and ability to work effectively with minimal direction.  Excellent interpersonal, oral, and written communication skills.  Strategic thinking and planning skills.  Ability to work independently and collaboratively.  Knowledgeable about funding opportunities and proposal preparation.  Ability to translate academic and scholarly information into concise and compelling proposals for funding.  Excellent public relations skills and telephone skills.  Professional, pleasant office demeanor.  Computer expertise to include word processing, spreadsheet creation and management, database creation and management, web page creation and management.  Familiarity with budgets and knowledge of basic bookkeeping.  Accurate, detail oriented and able to prioritize and work well with minimal supervision.   Ability to juggle simultaneous roles to carry out both administrative/fund raising tasks and routine clerical functions.
WORK SCHEDULE: FTE: (Full-time Equivalent): 1.0 FTE 
SCHEDULE:  Year round position. 
    SHIFT:   Standard office hours, 8:00 A.M. to 5:00 P.M. 
    schedule flexible; occasional evening or weekend hours for special events.  
APPROVAL:  Arnie Ostebee and President of NAHA Board
Start Date:  July 15???
