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Badger State Science & Engineering Fair

TITLE:  Executive Director

REPORTS TO:  President or Chairperson, Board of Directors

GENERAL ROLE DESCRIPTION:  As the chief executive officer, the role of the Executive Director is to direct the operations of the organization.  The Executive Director reports to the Board of Directors and is under the general supervision of the President of the Board.

MAJOR DUTIES:

General Administration:

· Approval of marketing materials

· Fundraising efforts

· Assist the Board of Directors in establishing a successor

· Complete formal name change procedures from WiSEF to BSSEF

· Maintain and support committee structure as necessary

· Identify and recruit committee members
Planning:

· Develop annual program plan and budget
· Continue implementation of a volunteer “mentoring” process for the student scientists.
· Assist Fair Director Committee Chair to actively recruit new regions in Wisconsin to develop ISEF affiliated Fairs and maintain regular communication with existing Wisconsin ISEF affiliated Fairs

· Create job descriptions for standing committees and training program for local-regional science coordinators.
Board Relations:

· Act and report on budgetary status
· Act as main communication liason with WiSEF Board of Directors
· Present timely reports to the Board and committees on the current status and projected needs of the organization.
· Assist the Board in identifying Board members
· Provide support to ancillary boards and committees as needed
Program Administration:

· Coordinate communication with Wisconsin-area schools and high school organizations and meet with principals and/or department heads
· Act as spokesperson for WiSEF to the media and all other interested publics
· Handle all teacher communication after teacher direct marketing has occurred
· Manage bssef.org website
· Work closely with Fair Director and program committee to ensure top quality Fair
· Handle all follow up responsibilities with sponsors, donors and contributors            
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