AFOS Job Description 
Title:   Executive Director AFOS
Status:  Contracted position without benefits. 1 yr contract period, renewable pending approval
Executive Committee recommendation.

Salary: $55,000 with $6,000 Office Rent allocation (Home Office).  AFOS membership has approved an annual salary of $65,000.  The $10,000 increase will occur over 4 years and is subject to Executive Council approval of satisfactory performance.
Nature and Scope of Position: 

The Executive Director serves the Armed Forces Optometric Society (AFOS)   as its Executive Director, administering the business and other affairs and overall management of the association.  The Executive Director recommends the formulation of new policies to the Executive Council, provides policy and program leadership and implements approved policy within existing guidelines approved by the Executive Council.  The Executive Director coordinates Excutive Steering Group/Executive Council (“staff”) in carrying out programs and activities of the association to meet the objectives established by the organization.

It is incumbent upon the Executive Director to maintain effective internal relationships with the staff, and create collaborative external relationships with affiliated associations, allied optometric associations, industry and associations related to the ophthalmic and health care field.  The Executive Director will provide leadership in assisting the association to effectively address the interests and concerns of the profession.  The Executive Director will also strive to achieve efficient productive performance at all levels within the association structure and provide programming to meet short and long term goals of the association and the profession.
This is a full-time position.  It is expected that the Executive Director can allocate the equivalent of 40 hours per week to the business of the Society.  There are busier and slower times throughout the year. 
Duties and Responsibilities: 

1) Keep Executive Council/Executive Steering Group of AFOS fully informed on the conditions and operations of the association and apprised on current and future developments influencing the association/profession.

2) Attend all meetings relevant to the operation/objectives of the organization.
3) Recommend to the Executive Council/Executive Steering Group policies and programs which will further the objectives of the association.

4) Ensure decisions made by the Executive Council/Executive Steering Group are implemented and develop administrative policies consistent with programs and procedures.
5) Assume responsibility for the sound management of AFOS office.

6) Address all personnel requirements of the association's Executive Council.
7) Provide and cultivate communication channels necessary to councils, sections, centers, committees and project teams to assist them in performing their functions.  Serve as a consultant to all subordinate bodies within the association structure.

8) Execute all business contracts and commitments in connection with the administrative function of the office.

9) Assume responsibility for management and safekeeping of funds, fiscal assets and other property of the association.

10) Report regularly to the Executive Council/Executive Steering Group on management, operations and program subjects of interest.

11) Direct the organization of the association's annual meeting, mid year meeting, and FSO meetings.  Will oversee seminars, conferences, banquet, and social functions. Will need to travel to other meetings approximately 4-5 times a year as deemed necessary by the Executive Council/Executive Steering Group
12) Oversee/edit/produce AFOS Newsletter.

13) Provide effective, efficient, and timely communication channel between the organization’s general members, Executive Council/Executive Steering Group.

SUPERVISION:  Performance and renewal of contract is pending approval of Executive Committee.  
Desirable Experience:  An undergraduate degree is required with an extensive background with the ophthalmic community and optometry.  Graduate work in health sciences and association management would be desirable.
Knowledge and Skills Required:  Superior track record in effective organizational and financial management, preferably high-level association management experience. Familiarity with computers, accounting, creating budgets and running the day to day operations of a small business are helpful.  An ability to "take charge" and get the task at hand accomplished while providing solid leadership and management to the organization.  Attractive personal style with strong public speaking, communication capabilities and negotiation skills.  Integrity, credibility and respect in the professional community, developed during years of service to an organization. Excellent health, stamina and a high energy level to take charge of the organization, provide leadership and meet extensive travel requirements.  An ability to represent the association as a figurehead while effectively delegating authority and accomplishing the goals of the Armed Forces Optometric Society.

While performing the duties of this job, the Executive Director is regularly required to sit; use hands to type, or feel and talk or hear.  Specific vision abilities required by this job include close vision.  Position holder must possess ability to travel to out-of-town meetings as needed.
The above duties describe the chief functions of the job and are not considered a detailed description of every duty of the job.  It is to be further understood that the Executive Director will also perform other reasonable, related business duties if requested to do so by Executive Council/Executive Steering job. This job description is not a written or implied contract and can be revised by the Society as necessary.

