Dental Trade Alliance Foundation

Executive Director

Position Description

(Part Time)
The DTAF Executive Director is responsible for the managing the Foundation’s fundraising, operation, outreach and grant management. Candidates should have a Bachelor’s degree from a four-year college or university and four to eight years experience in working with non-profit foundations. This is an exempt position that reports directly to the Dental Trade Alliance Chief Executive Officer. Salary range is $60,000 to $85,000 depending on experience.
The DTAF is a 501(c)(3) non-profit organization. The mission of the DTAF is to fund and leverage promising initiatives that will make the practice of dentistry move productive, improve access to oral healthcare and grow the dental marketplace. The Dental Trade Alliance is a 501(c)(6) organization that represents dental distributors, dental laboratories and dental manufacturers in North America.
Specific financial responsibilities and duties include: 

· Organizing and participating in fundraising activities.

· Identification and management of projects developed by DTAF.

· Ensure the organization has sufficient funds to meet its obligations (shared responsibility with the treasurer) 

· Assure a consistent and continuing program and financial plan by developing and providing timely and clear budget reports for approval and oversight of the directors 

· Oversee, with the treasurer, the financial record keeping, and work with the bookkeeper to produce reports to the board and the auditor 

· Review and maintain records to produce all tax forms, including the 990PF 

· Process all bills and ensure compliance with board review and check signing policies
· Coordinate information and management of the foundation's assets with the treasurer and the board

· Need for meticulous communication and follow-up on board meetings, committee needs, assignments etc.

Specific administrative responsibilities and duties include:
· Plan and implement board meetings, under the leadership of the chairman, and prepare all necessary support materials 

· Record, construct and maintain official records of minutes and governing documents 

· Represent the foundation with other foundations, associations, and grantees 

· Develop, design, and distribute the annual report and other publications 

· Maintain foundation archives, and conduct research as necessary 

· Develop, maintain, and monitor compliance of policies and procedures, with board assistance 

· Assist the board on research and contacts for new directors 

· Provide new directors orientation 

· Inform directors of pertinent educational opportunities 

· Operate and maintain the foundation office in cooperation with the DTA
· Respond to requests from directors for information and assistance

Specific grant responsibilities and duties include: 
· Manage the foundation’s grant review process

· Review all requests for information, and grant requests, and provide a timely response 

· Write all grant summaries and track all grant request information 

· Communicate with approved grantees on project proposal progress and successes every six months.  Promote grant successes to DTA members regularly
· Develop all grant agreements and ensure proper review by legal counsel 

· Maintain all grant files and produce periodic tracking reports for directors 

· Ensure compliance with grant agreement and fund expenditures 


Specific outreach responsibilities and duties include: 

· Respond to phone and meeting requests related to foundation program areas from grantees, the philanthropic community, other organizations, and the general public 

· Assist the board of directors develop communication products such as annual report, special publications, and media information 

· Stay current on public policy, maintain a knowledge base for the foundation's program areas, and distribute information to the directors 

· Stay current on policy issues that affect foundation management through literature and organizations that support foundation work 

· Write articles and provide information for the media on the history and work of the foundation as requested 

· Speak publicly about foundation program-related issues when invited 
· Candidates my mail or email their questions regarding the position and resumes for consideration to:

·  

· Denise Bundy
· Manager of Programs
· Dental Trade Alliance Foundation
· 2300 Clarendon Blvd, Suite 1003
· Arlington, VA 
· 22201
· denisebundy@dentaltradealliance.org
