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JOB DESCRIPTION

Executive Director

The Executive Director is the Chief Executive Officer of the Wyoming Wildlife Federation and is supervised by the President of the Board of Directors (Board). The Executive Director oversees all office operations and provides leadership for members and staff in adherence with existing policies, by-laws and resolutions. The Executive Director coordinates with the Board regarding administration, advocacy, fund-raising and membership.

Compensation for the Executive Director will be determined by the Board and will be described in an Employee Agreement. This is a permanent, full-time position, with duties as described below:
Administration:

· Supervise and hire staff;
· Create and implement board-approved annual budgets; 
· Negotiate contractual agreements with vendors;
· Assist with preparation of external audits and tax returns;
· Contribute to the organizational newsletter and website;
· Submit progress reports to Board as requested;
· Present board briefings regarding issues, finance, and personnel; and
· Ensure that all programs conform with all applicable federal, state and local regulations of a 501 (c) (3) nonprofit organization.
Advocacy:

· Develop and mobilize grassroots activist networks;
· Collaborate with like-minded organizations on various campaigns and issues;
· Nominate and mentor volunteer members for various citizens advisory groups;
· Organize and facilitate meetings for local members and the public;
· Submit comments in response to NEPA documents;
· Represent WWF in governmental affairs, including lobbying on wildlife and hunter/angler legislation;
· Monitor and testify at Game and Fish Commission, State Land Board, County Commission and other state, local and federal meetings;
· Consult with legal counsel regarding appeals, lawsuits and other legal action;
· Represent WWF with the media, including writing and editing opinion editorials, providing interviews; and 

· Design and implement successful strategies for priority issues.
Fundraising & Membership: 

· Create and implement membership and fundraising programs in conjunction with board and staff;
· Diversify funding sources including major donors and grant support; and
· Increase capitalization of endowment and planned giving programs.
Other duties may be assigned by the President of the Board of Directors.
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