Trips for Kids Charlotte

Executive Director – Job Description
Overview

Trips for Kids Charlotte (TFKC) is a non-profit organization focused on providing cycling experiences to underserved children in the greater Charlotte area. The Executive Director (ED) for the organization reports to the Board of Directors for TFKC, has responsibility for the execution of the organization’s Mission and Vision and must possess a passion for kids and bicycling!  TFKC is the 2nd oldest chapter in the Trips for Kids organization. 
Main Areas of Responsibility

Ride & EAB Programs 

Two primary initiatives of TFKC are the Ride and Earn-A-Bike (EAB) programs. The day-to-day activities associated with these programs are the responsibility of the Program Director, who reports directly to the ED.   Specific responsibilities of the ED related to the Ride and EAB programs include, but are not limited to:

· Developing the strategic direction for these and other programs 

· Fund-raising, researching and applying for grants to support these and other initiatives

· Recruiting, engaging, encouraging and acknowledging TFKC volunteers

· Providing leadership, direction and coaching to the Program Director
· Coordinating these initiatives with the resources provided by the Charlotte Re-Cyclery
Charlotte Re-Cyclery 
As part of its mission, TFKC operates Charlotte Re-Cyclery (CR), a bicycle sales and repair shop. Proceeds from the shop are used to fund TFKC operations and initiatives. The Re-Cyclery relies on bicycles donated from the community that paid staff and volunteers refurbish to be used in TFKC programs or sold to the public at affordable prices. The Re-Cyclery Manager oversees the day-to-day operations of the shop and reports directly to the ED.  The ED collaborates with the Re-Cyclery Manager in determining activities related to CR’s direction and growth. 
Fundraising & Communication 
As a non-profit, TFKC relies on community involvement and fundraising. One of the main responsibilities of the ED will be researching and writing grant applications to gain access to a wide array of donor funds. The ED will have responsibility for all TFKC fundraising activities that include, but are not limited to, the following: 
· Developing mutually beneficial community partnerships, engaging the community and connecting with other non-profits and leaders in our region

· Donor recruitment, acknowledgement and communication

· Accepting, accounting for and categorization of donations

· Outreach and management of special events 

Administration
The ED will have key administrative responsibilities focused on keeping TFKC running smoothly and sustainably.  These activities include, but are not limited to: 
· Strategic planning

· Overseeing staff and board recruitment and development 

· Financial reporting/budgeting, payroll, checking and credit card accounts
· Insurance coverage
· Responding to TFKC inquiries (mail, email, phone, etc.) 

· State/County/Municipal tax reporting

· National TFK coordination and reporting

· Development of and tracking key metrics that demonstrate the effectiveness of TFKC activities

· Recruiting and managing the resources to create and execute the organization’s marketing and communication programs (i.e., web, social media, email) 
· Coordination of board meetings and effectively using board resources
The ED position is open now, is intended to be full-time and salary will reflect, to the extent possible, the successful candidate’s experience.
