EXECUTIVE DIRECTOR PHARMACY TECHNICIAN EDUCATORS COUNCIL PROPOSAL
Position Purpose:

The Executive Director is accountable to the Board of Directors for 1) the achievement of the Board’s priorities for the organization and 2) to run the day to day business of the organization.  The Executive Director shall be the Council’s highest ranking non-volunteer and shall be directly responsible to the Board for executing the duties and responsibilities of the position in a manner which promotes the Council’s policies, goals and objective as established by the Board.  

Dimensions:

The Executive Director shall have authority and responsibility for the management of the Council’s assets, books, records and accounts, the implementation of the Council’s policies and the administration of the Council’s programs, services and activities.  The Executive Director, although not a member of the Board shall have the same rights to notice of and to attend meetings of the Board and other subcommittees of the Council.  

Function:

The Executive Director shall:

· Serve as spokesperson for PTEC, in conjunction with the Council President

· Assist in/organize informational and educational programs for the membership

· Work with the Convention Committee (Chairperson) to assure success of the Annual Meeting.

· Facilitate Standing and special committees

· Facilitate strategic planning processes

· Responsible for the operations and business initiatives of PTEC

· Be responsible for developing and maintaining sound financial practices

· Oversee the books and accounts of the Council

· Disperse funds from the Council

· Develop and recommend annual budgets for consideration and approval by the Board

· Maintains all official records and documents, and ensure compliance with federal, state and local regulations

· Maintain effective governmental affairs program, developing contacts within the profession to further the initiatives set forth by the Board of Directors

· Maintains the official liaison activities with national organizations (such as CCP, ASHP, APhA, PTCB) as directed by the Board of Directors, filing written reports with the Board of Directors

· Be prepared to take minutes if the Secretary is not in attendance

· Write and organize articles for the newsletter, publicize activities of the organization, its programs and goals

· Work with the President to prepare the agendas with any supporting documents for Board or general membership meetings, including financial statements, information for committee reports, etc.

· Attend all Board and general membership meetings.
