Music Prince Edward Island
Executive Director – Job Description

The Executive Director is the Chief executive officer of Music Prince Edward Island (MPEI).  The Executive Director reports to the Board of Directors and is charged with seeing to the realization of MPEI’s mission and financial objectives.  

He/She shall:

· Provide administrative leadership and direction in managing MPEI’s long-term goals and daily affairs, while assuming the direction in the implementation of existing programs and the development of future programs as well as organizational and strategic plans; 

· Provide information, advice and counsel to the President, committees and Board of Directors in the creation of policies and programs, and in the direction of organizational and strategic plans;

· In conjunction with the Chair, organize and provide notification of all Board meetings, including the Annual General Meeting, by developing agendas and staffing, by distributing meeting materials in a timely fashion and preparing meeting schedules and locations, while ensuring that the minutes of these meetings are properly recorded;

· Ensure the liaison with regional, provincial, national and international music organizations;

· Develop and maintain relationships with government, corporate and industry partners; 

· Promote an active and broad participation by the Board of Directors and committee members; and

· Maintain a working knowledge of significant developments and trends in the regional, provincial, national and international music industry sector.

In relation to special projects, programs and committees, the Executive Director will:

· Along with the Event Chair, supervise and provide strategic and administrative direction to the Music PEI Award Show Weekend Event Manager/Coordinator;

· Along with the Artist Export Development Program committee, assist in the development and sustainability of the program by accessing  funding and, with a qualified staff, executing the committee’s action plan; and

· Designate qualified staff members to committees in accordance with their role within the organization and oversee the execution of all committee plans.

In relation to MPEI staff, the Executive Director will:

· Be charged with the procurement of funding for, the recruitment of, as well as  the employment and release of all paid personnel;

· Ensure the job descriptions are developed, that performance evaluations are held annually, and that sound human resources practices are in place;

· Encourage staff development and assist staff in focusing their expertise where it will be best utilized, to the advantage of both MPEI and themselves, in a specific area of work in the organization, when and where possible; and

· Maintain a climate that attracts, retains and motivates a diverse staff of qualified people.

In relation to MPEI finances and asset management, the Executive Director will:

· Be responsible of developing and maintaining sound financial practices;

· Work with staff, Finance committee and the Board in preparing a budget, as well as ensuring that the organization operates within budget guidelines;

· Along with the Treasurer, develop financial planning and reports for the Executives Committee and the Board of Directors;

· Ensure that adequate funding is available to allow the organization to carry out its work;

· Ensure a prudent level of liability insurance for MPEI and its Board of Directors; and

· Ensure that there are appropriate financial controls and procedures.

In relation to MPEI Communications:

· Advise the Board of relevant trends, anticipated negative media coverage, significant external and internal changes and public events as related to MPEI;

· Provide as many point of views (from staff, community, partners, etc.) on issues and options, as needed, to ensure fully informed Board choices and decisions;

· Represent MPEI publicly, i.e. act as a spokesperson, within the parameters set by the Board;

· Promote and raise the profile of MPEI within the music industry;

· Interpret and explain to the public the policies and decisions of the Board of the organization; and

· The Executive Director is responsible of managing and addressing the staff and volunteers’ complaints.  The Executive Director will also ensure that the Board is informed of significant complaints.

In order to protect the Board from the sudden loss of their Executive Director, he or she will have at least one staff member familiar with Board and Executive Director issues and processes, in order for this person to temporarily take over the direction of MPEI on Board decisions.

Monitoring Executive Director Performance:

The Board will provide regular feedback of the Executive Director’s performance and that of the organization, through Board meeting discussion.

An evaluation of the Executive Director’s performance will be carried out annually by the Board President and no more than two members of the Board of Directors.  They will then present their report and recommendations to the full Board.

The Board, in conjunction with the Executive Director, will identify, at the beginning of the evaluation period, a set of broad goals that will be emphasized during the next evaluation. 

