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Background


The National 4-H Shooting Sports Foundation (Foundation) was established in 1998 as a 501(c) 3 non-profit organization which exists to provide financial and program support to the National 4-H Shooting Sports Program Committee (Committee). The Executive Secretary is responsible for maintaining liaison between the Foundation, the Committee, State 4-H Shooting Sports Coordinators and national/state donors.  The purpose of this position is to enhance the goals of the Foundation/Committee, help determine program needs, enhance state and local programs and volunteer development, raise funds at the national and state levels, develop and maintain donor relations and promote 4-H shooting sports as a lifelong youth and family project.
Responsibilities and Relationships:


Working collaboratively with the Foundation and Committee, the Executive Secretary will be responsible for giving leadership to:
A. Resource Development

a. Coordinate the Foundation’s efforts to identify donor prospects, solicit national level donors and maintain donor relations.

b. Assist the Committee with development of an annual budget.

c. Oversight of the annual budget and appropriate accounting of resources.

d. Assist the Foundation Directors in raising money to support the annual budget and endowment, including donor contacts, donor prospecting and donor communications.
e. Devise a written plan on how communication with donors will be developed and maintained.

f. Monitor Foundation and Committee expenditures and provide quarterly reports to Executive Committees.

g. Develop an annual report by the December National 4-H Shooting Sports Committee meeting showing the accomplishments of Foundation.

h. Provide leadership in developing long range plans for the program as funding increases.

i. Maintain regular contact with Foundation Executive Committee and board members.

B. State Consultation

a. Assist states in identifying needs, developing proposals and budgets, prospecting for donors and proposal presentations.

b. Regular communication on Foundation activities and donor relations.

c. Resource development, including in-kind contributions to support state and local 4-H shooting sports programs.

d. Assist host state with the National 4-H Shooting Sports Leader Certification Workshop and national competitive event.

Qualifications

· Experience/Knowledge of the Cooperative Extension Service and 4-H Shooting Sports program.

· Successful experience in grant writing and evidence of ability to prepare and submit proposals on behalf of the 4-H shooting sports program.
· Ability to prepare budgets, oversee appropriate accounting techniques, complete and file required documents for auditing and 501(c) 3 status, and maintain financial documentation.
· Demonstrate leadership abilities, including skill in working with people as individuals, groups and staff (teamwork) to accomplish goals as indicated by experience and references.
· Communicate effectively, both oral and written.

· Internal motivation and problem solving skills.

· Computer capabilities – Word, Excel, Power Point, Quicken, etc.

· Willingness to work flexible hours including evenings and weekends.

· Ability to work effectively in the background with a wide array of audiences.
 Training and Experience Required
· Completed bachelor’s degree in an appropriate field of study.

· Experience working with volunteer boards and committees.

· Skill in working with people as individuals, groups and staff to accomplish individual and/or group goals.
· Two or more years experience in fund raising for non-profit entities with a working knowledge of shooting sports disciplines.

Salary

This is a .5 FTE professional contract position with no fringe benefits associated with it.  Salary range is $20,000-25,000 depending on training and experience.  This is a twelve month grant funded position with possible extensions.  Evaluations will be done on a quarterly basis with the Executive Committee of the National 4-H Shooting Sports Foundation, which also provides direct supervision to the position.  The selected individual may work from a remote location or the grant can be utilized to “buy-out” professional time from their current employer.

Application Process

Position is currently available with first screening of applicants to begin after January 1, 2004.  Application should include: cover sheet indicating interest in the position and addressing the qualifications of the position; current resume (including college degrees) and five references that can be contacted by the search committee.  Position will be filled immediately upon the identification of a qualified candidate, but not prior to January 15, 2004.  Application materials should be sent to: Bill Stevens, Secretary, National 4-H Shooting Sports Foundation, Federal Cartridge Company, 900 Ehlen Drive, Anoka, MN, 55303.  The successful candidate will be expected to attend the 2004 NSSF Shot Show in Las Vegas, Nevada on Feb. 12-16.  The Foundation is looking for an individual who is a highly motivated, idea person who is willing to take calculated risks and grow within the organization.
Additional Information

For additional information contact Bill Stevens at 800-322-2342 or email at bill.stevens@atk.com.
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