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TRAIL Executive Director Position Description, Oct. 2024

The Executive Director (ED) is the chief staff officer of TRAIL. The ED is responsible for day-to-day
operations of the organization, and works under the guidance and with the support of the Board of
Directors to fulfill TRAIL’s mission of helping older adults thrive in the places they call home.

Leadership & Vision

Advances the mission and success of the organization by providing leadership, support, and
strategic vision to the Board and its committees.

Leads the Board in collaborative planning efforts to develop and achieve strategic initiatives
that grow TRAIL memberships, volunteers, external funding, and community impact.

Works with and ensures positive and productive communication and coordination among the
chairs of all Board committees to help meet organizational goals, evaluate effectiveness, and
recommend improvements; serves as an ex officio member of all TRAIL committees and
attends committee meetings as needed.

Meets regularly with the Board chair, and works with the chair to develop Board and
Executive Committee meeting agendas.

Fundraising, Communication & Outreach

Serves as TRAIL’s chief development officer; provides direction to the Development
Committee and leads all TRAIL fundraising efforts to meet annual revenue goals and build
long-term financial stability. These revenue streams include individual giving, corporate
sponsorships, and public and private grants.

Ensures that donors are promptly and appropriately thanked and recognized for their gifts.
Serves as the public face of TRAIL in all outward-facing communications, e.g., public speaking
engagements and contacts with the media.

Works with the Marketing & Communications Committee to deepen and refine all aspects of
TRAIL communications, from web presence to external relations, to create greater public
awareness and support growth in memberships, volunteers, and contributors.

Regularly engages with the lowa City business community and other local networks to
enhance TRAIL's visibility and cultivate partnership opportunities.

Maintains communication and involvement with other local and statewide senior-serving
organizations and agencies, including local government.

Maintains involvement with the Village to Village Network and monitors other national aging-
in-place organizations to stay informed about trends and best practices.

Management & Organizational Effectiveness

Oversees TRAIL’s daily operations to ensure that benefits and services are delivered in ways
that meet or exceed member expectations.
Hires and supervises TRAIL office staff.


http://www.trailofjohnsoncounty.org/

Works with the Treasurer and Finance & Operations Committee to prepare annual budgets
and ensure accurate and timely completion of all tax and nonprofit reporting requirements.
Ensures compliance with all other nonprofit standards and business systems, including
insurance, payroll and benefits, banking, credit card processing, online accounts, etc.
Develops and maintains a strong working knowledge of all TRAIL software products, and keeps
the TRAIL member and donor databases regularly and accurately updated.

Proposes new processes, systems, and tools to improve organizational productivity and
efficiency.

Abides by the policies and procedures of the TRAIL Employee Handbook and all other policies
approved by the TRAIL Board and committees.

Promotes and embodies the TRAIL culture of collaboration, respect, integrity, courtesy, and
inclusion.



