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DRAFT POSITION DESCRIPTION

POSITION:



Executive Director
REPORTS TO:
Oversight Committee of the organizations listed below
ORGANIZATION:
Chestnut Hill District (BID) and Business Association (CHBA)
LOCATION:
Philadelphia, Pennsylvania
The Organization
The Chestnut Hill Business Association is the volunteer membership association that represents the __ businesses located in the Chestnut Hill community of Philadelphia.

The Chestnut Hill District is a legislatively authorized special services district, funded by a special assessment levied on all commercial property owners in the defined district.

The combined operations of the two organizations manages programs and services that serve to improve and increase the business climate along our commercial corridor thus strengthening property values, focus on profitability and quality of life for business/property owners, residents and customers to our neighborhood.  The CHBA and BID are managed by independent board of directors.  The two boards have authorized a four member oversight committee to manage their combined operations.

Among its accomplishments, the organizations provides services in the areas of marketing, festivals, street beautification, cleanliness and safety, merchant services, retail recruiting, health insurance administration and neighborhood initiatives which include:

· Cleaning of the public rights of way, sidewalks and gutters;
· Planting and maintenance of landscaping and flower baskets
· Installation and maintenance of tree lighting
· Snow removal services
· Public infrastructure improvements
· Festival management
· Security services in conjunction with the Philadelphia Police 
· Programming and Sponsorship of community activities
· Vehicular and pedestrian signage installation and maintenance;
· Marketing and promotion;
· Advocacy;
· Economic development;
· Business attraction and retention services
The Position
The BID and CHBA seek an experienced and seasoned individual with proven leadership, management, communication, and fundraising skills as its first Executive Director.  Reporting to the Oversight Committee, the Executive Director will work in partnership with the Boards on all matters necessary for it to adopt appropriate policies. The Executive Director is expected to implement those policies. The Executive Director is ultimately accountable to the entire Chestnut Hill Business community and serves as principal ambassador to key constituents—residents, businesses, educational, cultural and healthcare institutions, funders, elected officials, community groups, and others.   The Executive Director is charged with overseeing the organizations’ various activities that support the organizations’ various missions.  He or she will manage the full-time staff and a budget of roughly $1 million and will provide strategic leadership, vision, and management to the organization.  
Possessing a can-do attitude with a balance of operations and strategic sensitivities, the successful candidate must have excellent interpersonal and external skills in building relationships and communicating effectively.  The ideal candidate will possess a track record of working directly on creating and executing initiatives within a complex environment.  The person must have the gravitas and executive presence to make effective presentations with varied audiences.  The person must be articulate, resourceful, organized, results-oriented and have excellent judgment in making decisions.   He or she must be externally-focused and have strong influencing and persuasion skills. Finally, the person must have good financial acumen and budgetary skills.
Responsibilities
· Recruits, retains, and manages staff and oversees all administrative duties. 

· Works together with the Boards of Directors, staff, and other stakeholders to establish a long-term strategic plan. 

· Establishes and maintains strong public-private partnerships among stakeholders including residents, businesses, institutions, funders, elected officials, community groups, and others.  Serves as a liaison between the Boards of Directors and these constituencies.
· Develops a consistent media campaign which promotes the benefits of Chestnut Hill.  Implements and maintains a sustaining and effective marketing campaign.

· Ideally, candidate will have experience in restaurant/retail business.
· Provides strong financial management and oversight of the operating budget.

· Supports other activities as needed and when appropriate while keeping the Boards of Directors informed.

Requirements
· A minimum of a Bachelor’s degree.  

· A minimum of five years of progressive experience at a community development or planning role or related private sector experience.   Extensive knowledge of marketing, planning, economic development, public and private partnerships, real estate investment, and community development issues.
· Demonstrated experience and success in interacting with diverse slate of constituencies and stakeholders that includes funders.  Specific experience partnering with a Board of Directors is important.
· Deep and relevant administrative and operations management and people management experience are musts.
· Experience in developing an effective marketing and communications plan.

· Financial acumen and budgeting skills are vital.
· Specific knowledge of the dynamics of greater Philadelphia region and in particular, Chestnut Hill, is preferred.
· Ideally, candidate will have experience in merchant or restaurant hospitality business.
Personal Qualities and Competencies
· Articulate and externally focused with excellent presentation and interpersonal skills and a capacity to engage, inspire, and persuade staff and other constituencies.

· Excellent communications skills with the ability to articulate Chestnut Hill’s attributes and the organizations’ missions in a compelling and persuasive way.
· Must be strategic, entrepreneurial, flexible, pragmatic, and politically astute.

· A leadership style that is both accessible and collegial and also inspires people to attain goals; a professional and personal demeanor that is open, inclusive, consistent, and clear. 
· A track record of unquestioned personal and professional integrity.

COMPENSATION:  The Executive Director will be offered an attractive and competitive compensation package based upon experience and qualifications.

