EXECUTIVE DIRECTOR 
General Description of Relationship to NBOD 
The Executive Director’s primary responsibilities are to assist the NBOD in governing and leading Ruritan by providing day to day management and administration of Ruritan resources including facilities, equipment, finances, and staff. As the elected leaders of a volunteer service organization, the NBOD makes and implements policy and provides the resources to achieve the goals of Ruritan.
The Executive Director provides the NBOD timely and accurate information to assist the NBOD in making sound decisions and establishing organizational policies. 
The NBOD employs the Executive Director who, in turn, employs, and has direct authority over paid staff. The Executive Director supervises staff in providing day-to-day administrative and management service to Ruritan volunteers throughout the Ruritan organization.
The NBOD has the ultimate responsibility for guidance and evaluation of the Executive Director. These supervisory duties are normally performed by the Ruritan National President, who acts as Ruritan’s Chief Executive Officer (CEO) and Board Chair. 
The NBOD has approval authority over personnel policies and practices of Ruritan, including budgets for wages and salaries. Although the NBOD may delegate to the Ruritan National EXCOM specific authority regarding employment agreements with and evaluation of the Executive Director, the Executive Director is ultimately hired by and is responsible to the entire NBOD.
The Ruritan National Executive Director is the Chief Administrator and Chief Operating Officer (CAO/COO) of both the Ruritan National Corporation and the Corporation’s subsidiary organization, The Ruritan National Foundation. The Executive Director provides assistance to the Ruritan National Foundation Trustees and their Chief Executive Officer and Trustee Chair the Foundation President, in a manner similar to that provided to the NBOD. 
By corporate resolution, the Executive Director is authorized to sign checks and other financial instruments, negotiate and sign contracts, enter into loan agreements, and in general, enter into legal and financial agreements on behalf of Ruritan National and The Ruritan National Foundation. The Executive Director serves as an advisor of the NBOD and the Ruritan National Foundation Board of Trustees, as well as all national standing and temporary committees. The Executive Director may employ, supervise, and terminate employees as needed to meet the needs of the organization. 
The Executive Director has responsibilities in major areas of work as follows: 
Administration and Office Management 
The Executive Director assists the National Officers, NBOD and Trustees of the Ruritan National Corporation and The Ruritan National Foundation transact Ruritan’s business by conducting activities that include but are not necessarily limited to the following: 
• Maintaining club and district membership and financial records. 
• Preparing budget proposals and monitoring budget expenditures. 
• Assisting the Corporation and Foundation President in preparing meeting agendas. 
• Planning and preparing for NBOD, Trustee, and committee meetings and other meetings as needed. 
• Planning for and conducting an Annual Convention, including site visits, making recommendations, and securing NBOD approval of convention sites; negotiating and signing contracts; moving office personnel and equipment to convention sites; and on-site supervision. 
• Planning for and conducting an annual Foundation Fellowship Weekend, including site visits, contract negotiation, detailed planning, and on-site supervision. 
• Planning for and conducting the annual district and area zone governors’ leadership conference, including proposing agendas, contracting for facilities and services, planning details, and on-site supervision. 
• Providing administrative assistance to NBOD members for the preparation and distribution of minutes of meetings. 
• Approving purchases and invoices, maintaining bank records, managing investments, and paying bills and invoices for goods and services. 
• Employing, administering, and supervising support staff. 
• Assisting volunteer committees prepare for, conduct, and document meetings, and document meetings and conference calls.
• Procuring and maintaining office equipment. 
• Integrating the latest communication technologies into Ruritan (Internet web pages, email, etc.). 
• Publishing Ruritan magazine, leadership handbooks, and other publications to inform and educate Ruritan members. 
• Maintaining records on and administering the Ruritan Awards recognition program. • Operating a Ruritan supply sales and shipping function. 
• Protecting Ruritan’s tax-exempt status by filing with IRS and other governmental bodies. 
• Maintaining and controlling registered trademarks and logos. 
• Providing orientation and inservice training to staff. 
• Assisting the NBOD in orienting and providing leadership training to volunteer leaders at Club, District, and National levels. 
• Procuring and maintaining liability insurance and other insurances for the protection of Ruritan clubs and national leaders. 
• Monitoring and reporting on the investment of Ruritan funds. 
• Maintaining the Ruritan Memorial at Holland, VA. 
• Maintaining the Ruritan office building and grounds. 
• Interacting with local governments, civic, and business organizations in the Home Office community area. 
Program Functions 
The Executive Director assists the Officers, NBOD and Trustees in the work of the NBOD and Foundation by working with these elected leaders through various standing and ad-hoc committees. In this role, the Executive Director helps to generate ideas for program development, research and analyze these ideas for presentation to governing bodies of Ruritan and implement programs that are approved by such governing bodies. Areas for such program development include but are not limited to: • Publicity and Public Relations • Publications • Awards and Recognition (National Advancement) • Leadership Development. • Membership Growth and New Club Development • Bylaws • Youth Activities • Convention Site Negotiation and Program Planning • Scholarships • Disaster Assistance 
Public and Organizational Liaison 
The Executive Director represents and explains Ruritan to the public through speaking engagements, media releases and interviews, and industry meetings and conferences. The Executive Director participates in civic service industry committees and alliance groups; receives and channels public inquiries; interacts with local, regional, and national governmental elements; and interacts with other service organizations e.g., the Service Club Leaders Conference (SCLC). The Executive Director develops, enters into, and maintains service and affiliate partnerships with organizations that benefit the mission of Ruritan.
