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Position Title: Executive Director
Reports to: NRA President and Board of Directors 

Location: Virtual (Washington D.C. Metro Area Preferred)

POSITION SUMMARY

The Executive Director is responsible for the overall administration and management functions and government affairs activities of the National Rehabilitation Association (NRA). Areas of responsibility include business operations, staff supervision and evaluation, fiscal management (including resource development) and government relations functions of the National Rehabilitation Association. The Executive Director provides analysis of national legislation and Administrative branch regulations; advocates on behalf of the NRA and its members before the Congress and Executive branch; and maintains open communication with disability interest groups to encourage and seek agreement on areas of common interest. 

The Executive Director is hired by and directly accountable to the NRA Board through its elected board President.

PURPOSE

· To implement the strategic goals and objectives of the organization

· With the President, enable the Board to fulfill its governance function

· To provide direction and leadership toward the achievement of the organization’s philosophy, mission, and strategic plan goals.

DUTIES AND RESPONSIBILITIES

Management and Administration
· Assist the President in the development of organizational goals and objectives consistent with the mission and vision of NRA.

· Develop and administer operational policies.

· Oversee all programs, services and activities to ensure that program objectives are met.

· Ensure compliance with funding sources and regulatory requirements.

· Provide information for Board evaluation of national office activities.

· Work with the President and the NRA Board of Directors in regard to implementation and evaluation of NRA Strategic Plan.

· Develop and implement a comprehensive communication plan to facilitate regular communication with key constituencies (e.g., board, staff, members, chapter, division and regional leaders, external partners, etc.)

· Make recommendations for capital expenditures 

Fiscal Responsibilities
· With the Treasurer, develop and monitor the Board approved annual budget.

· Approve expenditures.
· Through Office Manager, maintain proper fiscal record keeping and reporting.

· Manage financial and physical resources. 

· Through Contract accountant, reconcile all bank accounts.

· Through contract accountant, maintain NRA’s general ledger.

· Through contract accountant, provide monthly financial statements to the Treasurer.

· Actively pursue and facilitate appropriate resource development activities, conference and/or program sponsorships, and other business development/revenue generating activities.
Personnel

· Administer board-approved personnel policies.

· Ensure sound hiring and termination procedures.

· Provide for effective supervision and evaluation of all NRA office staff, contract personnel, and volunteers.

· Manage staff involvement in organization programs and operations, e.g., committee liaison work.

· Regularly review the NRA Administrative Manual and make recommendations for needed updates to the Board.
· Develop and implement efficient virtual office operation and workflow for staff.
Board Relations and Support
· Assist President and Board of Directors in setting priorities and policies. 
· Assist the President with planning the agenda and preparing materials for board meetings.

· Staff board committees as appropriate.

Community and Public Relations
· Provide leadership that assures the Organization and its mission, programs, products and services are consistently presented in a strong, positive and effective way to the public and stakeholders.
Membership Services 
· Ensure NRA national office staff display professionalism and responsiveness to members.
· Direct or participate in preparation of educational and informative materials for presentation to membership or public in newsletters, magazines, or news releases.

· Direct, coordinate or assist with association functions such as conventions, exhibits, telephone conferences and seminars.

· Provide information and technical assistance to members and affiliate leaders.
· Attend and participate in Affiliate sponsored activities.
· Implement membership services, such as training opportunities (webinars) that NRA can sponsor individually or in partnership with other organizations.

· Carry out effective and efficient member recruitment and retention activities 

Government Affairs Responsibilities
· Review and analyze regulatory notices that have a potential impact on the private and public rehabilitation profession.

· Draft position statements and other policy documents for the NRA Board of Directors’ review and Approval.

· Serve as a liaison to the Congress and Administrative branch agencies.

· Monitor House and Senate committees that have jurisdiction for a wide range of disability related programs, including the Senate Health, Education, Labor and Pensions Committee and the House Committee on Education and the Workforce. 

· Establish and maintain open communication with House and Senate office and committee staffs. 

· Communicate NRA’s positions to the NRA membership, the Congress, the Administration, disability advocacy organizations and to the public.

· Coordinate the NRA’s annual Government Affairs Disability Employment Summit, including assisting in program planning, development of Issue Statements, and providing information to members on how to arrange meetings with House and Senate members and staff.

· Provide the membership with up-to-date information on legislation, regulations and national trends effecting the public and private rehabilitation profession.

To provide exemplary leadership through social advocacy and legislation, advance cultural awareness and competence across communities, promote excellence in research and practice, and support professionals engaged in the employment and independence of individuals with disabilities.
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