Special Forces Association

Job Description

Administrative Director


The Administrative Director is appointed by the President of the Association with concurrence of the National Board of Officers.  This is a permanent, full time position (40 hours per week) responsible for the day to day administrative oversight of the National Headquarters.  A key function of this position is to ensure continuity of institutional knowledge and to convey this information to newly elected officers.  The Administrative Director works directly for the President and all Board members to insure exchange of administrative information occur in a timely fashion.  His/her duties are outlined by the National Board of Officers.  Duties will include but are not limited to the following:

1. The Administrative Director will be responsible for the daily operations of the Association.  He will have overall direct control of any staff members and/or cleaning staff within the National Headquarters.

2. The Administrative Director provides continuity of information to all National Board of Officers with key emphasis placed on newly elected officers.

3. The Administrative Director provides updated information to the Association President and/or Board members on issues pertaining to all matters of the Association.  He will work closely with the President of the Association to identify issues affecting the Association to include the development of agendas and courses of action and report his findings/recommendations to the National President.

4. The Administrative Director will work closely with the Secretary on all issues concerning membership.  He will provide an update to the President prior to all monthly National Board meetings.  This report will include new members, renewals, death of members, and tracking of renewals of recent graduates.

5. The Administrative Director will notify the Secretary of all new member applications.  The Secretary will take appropriate action to review and complete applications.  Upon completion by the Secretary and Membership committee, the Administrative Director will finalize all applications and ensure entry into database.

6. The Administrative Director will work with the Treasurer regarding financial issues.  He will be responsible for collecting funds, making deposits and reporting those deposits to the Treasurer  IAW current financial guidelines and Treasurer’s guidance.  This includes PayPal and other internet transfers.

7. The Administrative Director will work closely with the Chairman of the Memorial Building Fund Advisory Board concerning the upkeep of the National Headquarters and grounds.  All renovations must be approved by the President with concurrence of the National Board of Officers.

8.  The Administrative Director is responsible for both incoming and outgoing mail of the Association.  Incoming mail will be routed to appropriate individuals in a timely fashion.  Mail marked personal in nature or “FOR YOUR EYES ONLY” or for a specific Board member, will not be opened but put in the appropriate box.  The Administrative director will notify Board Members via email of any mail that requires immediate attention/action.

9. The Administrative Director is responsible for the maintenance of all equipment and supplies within the Association.  This includes but is not limited to maintenance contracts for administrative equipment, adequate administrative supplies, software and computer related issues that may affect the database.  The Administrative Director will make recommendations to the President and obtain approval for any updates, changes, or upgrade of equipment necessary for day to day operations prior to entering any agreements that affect the day to day operation of the Association.

10. The Administrative Director is responsible for all items listed by the Association for sale either by internet sales or over the counter sales.  He has the responsibility to update the President and National Board of Officers monthly on all sale items to include current inventory of same.  He may develop and /or coordinate for new items for sale to meet the association needs with approval of the National Board of Officers.   Monthly reports will be maintained to insure adequate inventory and poor selling items that may need to be discontinued.  All items must be approved by the National Board of Officers prior to any action by the Administrative Director.

11. The Administrative Director is responsible for maintaining Association records.  Records will be maintained in a secure area.  Records will be available for review by the National Board of Officers IAW policies established by the Board.  Personnel that are not current members are not authorized access to membership information.  Persons outside of the current National Board of Officers and/or staff of the Association are not authorized access without a written request forwarded to the National Board of Officers and approved by them.  All requests must be signed by member to include reason for request.

12. The Administrative Director will coordinate with active duty Headquarters relating to issues concerning the Association.  This includes graduations and other ceremonies that the National Board of Officers would routinely attend.  He will be responsible to notify the Officers attending and preparing any required materials associated with event.

13. The Administrative Director will assume other duties/responsibilities as directed by the President of the Association and/or the National Board of Officers.  These duties will be reviewed periodically by the National Board of Officers.  

14. The Administrative Director may be required to attend regular and/or special meetings at the discretion of the President.   Membership reports, advertising reports, tracking of SFQC graduates, and merchandise reports are required monthly.  Additional reports at the discretion of the President of the Association.

15. The Administrative Director also assumes the responsibility of ad sales for the Association DROP magazine published quarterly.  This includes contacting possible vendors, maintaining records of all sales, providing reports to the Board on all advertising sales monthly, and developing strong personal relationships with numerous local sources.

16. The Administrative Director will be familiar with the current Constitution and by-laws of the Association.  He also will become familiar with the working of the current Special Forces Association Forums/web pages and post information as required or directed.

Approved By:   Ronnie A. McCan, President     ________________________________                                                     Date:______________

Accepted By: ___________________________________________________________

Date:______________
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