CONSERVATIVE SYNAGOGUE 
EXECUTIVE DIRECTOR JOB DESCRIPTION

GENERAL DUTIES
The Executive Director will carry out his/her task as described below.  S/he will perform such duties as may be requested by the president, rabbi, and officers to further the vision of a holy community as described in the congregation’s mission statement.  S/he will serve to align synagogue resources and facilities to maximize communication and minimize conflicts between the efforts of members, congregational leadership, rabbis, cantor, employees and act as a liaison between members, officers and president, employees and affiliates. S/he will report to the president, as the representative of the congregation, and to the rabbi, as the congregation’s spiritual leader.

ADMINISTRATION AND FINANCES 


The Executive Director will serve as the representative of the officers and trustees in administering the affairs of the congregation.  As directed by the President, make decisions regarding hiring, contract labor and other synagogue operations within the financial parameters established in the annual budget. 

A.  Finance
1. Work with synagogue leadership to develop contracts and relationships that enhance the synagogue's ability to serve and provided for the needs of the congregation.
2. Execute synagogue policies as established by the Board of Trustees and articulated by the President.  

3. Serve as a resource to the Board by providing facts, figures and reports as needed. 

4. Supervise bookkeeping, maintenance of congregational funds and collection activity; consult with congregational Treasurer regarding delinquency and methods to improve collections.

5. Assist in the preparation of the annual budget and financial reports; and assist in the administrative aspects of fund-raising. .

B.   Staffing

1.  Ensure the provision of all necessary administrative and secretarial support needed by the Rabbi, assistant Rabbi, Cantor, as they relate to the operations of the congregation.

Through weekly staff conferences, and other methods of communication, coordinate and supervise daily activities and workload of office, custodial and other staff for whom the Executive Director has responsibility. 

Create and/or revise job descriptions, forms or other documents necessary for the smooth operation of the office and building. 

Provide President with annual written evaluation of employees. (Due in June)
C.  Affiliates

1.  Coordinate efforts with other synagogue professionals to ensure smooth synagogue operations.

2. Assist to committee chairpersons, as necessary, to allow committees to perform their respective functions.

3. Assist committees and commissions in planning and executing their activities.

D.  Communication

1.  Coordinate and maintain a calendar of congregational activities; and work with the President and professionals regarding community calendar events. 

2. Establish, maintain and preserve all synagogue records, minutes, bulletins, printings, mailings, yearbooks, etc.

FACILITY MANAGEMENT

A. Operations
1. Through weekly walk-through, and other forms of communication, manage the day-to-day operations of the Synagogue, including staff relationships, work schedule and assignments, and space use, and facility repair and maintenance. 

2. Authorize standard repairs and work with the Building Committee on extraordinary repairs, alterations, or replacement of defective or outdated equipment.
3. Supervise synagogue purchase of supplies and equipment (kitchen, office, maintenance, and ritual) in a cost efficient manner within the annual budget.  

4. Establish and maintain an inventory of supplies and arrange for replacement as necessary.

5. Implement policies of the Board of Trustees, and develop, implement and administer operating procedures. 

6. Promote the use and rental, of the facilities; schedule functions involving the use of the building. 
B.  Staffing
1. Maintain appropriate office and custodial staffing levels within budgetary parameters as approved by the Board of Trustees.

2. Coordinate and supervise the custodial staff to ensure the maintenance of the property and grounds in a state of cleanliness, good appearance and good repair.
3. Arrange set-ups and provide necessary coverage during events.

MEMBERSHIP AND PUBLIC RELATIONS

A.  New Members
1. Meet with and welcome all prospective and active members of the congregation, and encourage their integration into the synagogue family.

2. Assist in the planning and implementation of membership campaigns

A. Current Membership

1. Maintain active records of membership reflecting all pertinent data regarding families and individuals in coordination with the Membership Committee.

2. Arrange for Congregational Yahrzeit notification program.

3. Maintain and evaluate trends that result in increased/decreased membership.

4. Assist with the administrative aspects of lifecycle events, i.e.: funerals, unveilings, baby namings, aufrufs, and bnai mitzvah, etc.  Participate with Rabbi/Cantor in orientation meeting with all Bnai Mitzvah families to discuss administrative details.  Meet with all Balai Simcha to discuss administrative details. 

B. Communications

1. With Publicity Chair, advertise congregational, affiliate, and communal events in the weekly announcements, monthly Synagram newsletter, flyers, and in local papers.

2. Supervise development and maintenance of the Synagogue web site.

