ICGFM Managing Director Position Description 
February  2009

 "Working globally with governments, organizations, and individuals, the International Consortium on Governmental Financial Management is dedicated to improving financial management by providing opportunities for professional development and information exchange."
The International Consortium on Governmental Financial Management (ICGFM) is a not-for-profit organization which for over 30 years has successfully brought together diverse governmental entities from around the world, universities, private sector firms and other professional associations, as well as individuals.  ICGFM welcomes a broad array of financial management practitioners working at all levels of government, across all the functions of public sector financial management.  Members and active participants in ICGFM programs include accountants, auditors, treasurers, comptrollers, professionals from all aspects of the budget function from formulation through execution, and integrated functions that directly support financial management, such as information technology specialists and procurement specialists.  
The past 2 years have provided an important opportunity for ICGFM to refresh the organization’s vision and to renew the commitment of the Board and membership to build on the successful history and pursue global expansion of the mission.  ICGFM now has a positive financial position from which to foster continued growth and to enhance its role in public financial management reform globally.  
ICGFM is looking for a highly qualified 

Managing Director
To build on the progress to date and to facilitate the ongoing successful execution of the mission through ICGFM’s network of volunteer officers and board members

The Managing Director is the leading professional staff position at the ICGFM.  The Managing Director plays a key role in orchestrating the Consortium’s efforts to promote professional development and the vibrant, global exchange of practical information.  The Managing Director serves as the central coordinating officer to ensure the effective functioning of the ICGFM Executive Committee, comprised of elected officers who serve on a voluntary basis, and the ICGFM Board of Directors, who also serve on a volunteer basis to support the ICGFM’s mission.  The Managing Director is responsible for managing the operations of the organization, and supervising paid staff and support contracts.
Key Roles and Responsibilities:

· Facilitate Executive Committee, in support of ICGFM President (elected volunteer)
The Managing Director works with the President and other key officers, including the Vice Presidents for Programs, for Membership and Development, for Publications and Communications, the Secretary and the Treasurer and is responsible for preparing and distributing agendas; preparing and distributing reports, reading materials and minutes, as recorded by the Secretary; maintaining action items and progress reports; and facilitating the agenda and discussion for monthly meetings and any ad hoc meetings.
· Facilitate Board of Directors, in support of ICGFM President
The Managing Director organizes the twice annual Board meetings, in May and in December, identifying and securing the meeting venues, managing proxies, preparing and distributing reports and reading materials; works with the President and other key officers and is responsible for preparing and distributing agendas for the Board meetings; capturing election results and key actions and distributing minutes as recorded by the Secretary, identifying key decisions.
· Facilitate ICGFM annual elections
The Managing Director calls for nominations from all ICGFM members, assembles and confirms the nominations with those nominated, and facilitates the convening of the Nomination Committee to propose a slate of nominees to the Executive Committee and the Board of Directors; ensures the effective conduct of the annual election at the December Board meeting; informs candidates of the election outcomes.
· Sustain and expand membership, working with the Vice-President for Membership and Development
The Managing Director maintains the membership roster, providing regular data to the Vice-President for Membership; sends annual dues invoices to members and oversees collections; manages correspondence with new and renewing members; supports the Vice-President for Membership in membership campaigns.
· Facilitate ICGFM programs, working with the Vice-President for Programs

The Managing Director works closely with the Vice-President for Programs to ensure the smooth execution of the annual program agenda, currently including the May International Conference in Miami, FL, the December International Conference in Washington, DC, and the monthly Washington DC Forum luncheon series.  Primary responsibilities include:  assisting with sponsorship campaigns and recruiting annual and event sponsors; negotiating contracts to secure event management support system, event facilities, audio visual needs, meals, interpreters, translators, printers, hotel blocks and support staff (many volunteers) as needed for each program event; managing event sponsor and attendee invoicing and collections; managing the Continuing Professional Education program; facilitating speaker logistics; managing on-site program logistics including registration area and team, conference materials and hand-outs, certificates, food services quantities and quality, audio visual and interpretation services, social events and optional conference outings; managing financial transactions and budgets pertaining to all program activities on site and coordinating with Treasurer to make sure they are accurately reported in ICGFM records.
· Facilitate ICGFM communications, working with the Vice-President for Publications and Communications
The Managing Director works with and through the Vice-President for Publications and Communications to sustain the accuracy of the ICGFM website, updating officers, Board members, program announcements and presentations, and all ICGFM publications.   The Managing Director also takes the lead in preparing the ICGFM Newsletter and facilitates the preparation for publishing of the International Journal on Governmental Financial Management.  Key additional responsibilities include:  securing contracts for website activity monitoring and reporting out to the Executive Committee on monthly activity; securing and managing contracts to sustain the website; facilitating the distribution of publications to the membership.
· Manage ICGFM operations

The Managing Director is responsible for managing the day-to-day operations of the organization.  Key responsibilities include identifying administrative requirements and staffing solutions either through support contracts or staff hires as authorized by the Executive Committee; managing the performance of all administrative functions; monitoring ICGFM telephone traffic, including voicemail, and email; coordinating appropriate responses to all phone and email inquiries and/or facilitating the coordination of specific queries through the appropriate Executive Committee officer; providing signatures for documents and checks (secondary signature) as necessary and appropriate  
· Manage ICGFM budget and financial reporting, working with the Treasurer
The Managing Director works closely, virtually, and is responsible with the Treasurer to ensure the financial transactions are meticulously tracked and recorded, reconciled and documented in accordance with standards to support the quarterly and annual financial statements and the annual audit.  These tasks may be performed by the Managing Director or by supporting staff or supporting contractors, as approved by the Executive Committee.  Key transactions include sending and receiving all invoices, writing checks for appropriate signatures, recording checks received and reconciling them with invoices sent, balancing the checkbook and reconciling it against the monthly bank statements, actively supporting the preparation of the quarterly and annual financial statements and the annual independent financial audit.
General Terms of Employment:
· This position is part time, not exceeding an average of 25 hours per week. 
· Salary terms are subject to negotiation. Compensation is for time charged (within the expected average hours per week) and reasonable travel and administrative expenses as noted below.  Compensation does not include insurance, retirement or paid time off.
· With the exception of the Miami Conference, the Washington D.C. conference and the monthly Washington Forum luncheons, most of the work to be performed by the Managing Director could be at the employee’s home.  Reasonable necessary travel expenses will be paid such as travel to attend ICGFM meeting, conferences and the DC Forum luncheons.

· Reasonable office supply needs will be reimbursed.  All ICGFM postage and photocopying will be reimbursed.

· No federal, state, or local income taxes, social security, or other payment will be withheld. 

Interested Candidates:

Interested candidates should send a cover letter and resume to employment@icgfm.org.  Please no telephone calls.  Review of resumes will begin immediately and may close on or before March 9, 2009.  
