Texas High School Athletic Directors Association
Executive Director’s Position
A.     Name
The name of the office shall be the Executive Director of the Texas High School Athletic Directors Association.
B.     Purpose
To advise and work with the elected board to ensure a productive seamless term with organizational continuity that focuses on the purposes of the association as stated in the constitution and by-laws, while promoting association correspondence, corporate sponsorships, state wide leadership, and a legislative posturing that enhances and promotes athletics in the state of Texas. 

C.     Term
The executive director shall serve a three year term at which time the president, vice president, and past president shall evaluate the position and re-name the same person to the position or take applications for a new executive director. The position will be named at the general session of the state conference every three years and will be a non-voting board position.

D.     Duties and Responsibilities
1.  Shall attend all meetings of the executive board and any other meetings requested by the president.

2.   Shall work with the committees of the state conference and the Hall of Honor Banquet to ensure timelines and responsibilities are being met. He/She will serve as the conference/banquet manager ensuring seamless events from year to year.  

3.   Shall secure sponsorship and marketing for the association.

4.   Will work closely with the UIL, TGCA, THSCA, TASO, 
NFHS and NIAAA, to build relationships and promote our association.
5.   Shall work with legislators, TEA, and SBOE to protect and promote athletics in the state of Texas. 

6.    Shall work with membership chairman to find ways to promote membership.

7.    Shall work with the president to establish an agenda for each board meeting.
8.   Shall establish an electronic and paper filling system that maintains and records an accurate history of the association from year to year.

9.   Shall present to the executive board an annual position review at the first meeting held each September.

10. Shall handle website management and keep the web-site current and relevant to the association and the goals set forth in the by-laws. 

11. Work with the NIAAA liaison to ensure deadlines are met and national positions are filled. 

E.      Timelines
1.   Attend board meetings and regional meetings across the state.
2.   Work with any and all committees to ensure timely completion of all tasks.

3.   Create a check list with timelines for the committees that work with the state conference and hall of honor banquet.
4.   Work with the NIAAA liaison to ensure all NIAAA awards and nominations are secured prior to the deadlines.

5.   Coordinate all deadlines with PBK for the hall of honor banquet or the current sponsor.

6.   Send timely reminders to the president and vice president to ensure all agendas and meetings are communicated properly to the board.

7.   Provide a check list for the president to ensure he/she has all meetings properly organized and scheduled.

F.     Compensation
1.   Base Salary $6,500 to be paid annually through equal monthly payments  The set salary year begins after state conference and ends with the state conference. 

2.   Shall earn 20% of cash marketing revenue and 5% of all in-kind donations secured. Earnings will exclude all conference booth revenue and hall of honor banquet sponsored revenue. If the feature sponsor changes and the executive director secures a new feature sponsor he/she will be eligible to receive 20% of the cash sponsorship. The % earnings will be paid once the association receives payment from the sponsoring source.

3.   Monthly $50.00 phone allowance.
4.   Expenses to and from all meetings, state conference, NIAAA conference, executive directors conference and Hall of Honor Banquet will be covered by THSADA.

5.   Office supplies, postage, printing, etc… will be covered by THSADA when not covered by corporate sponsorship.

6.   Base Salary administrative assistant $4,500. Administrative assistant to be selected by the executive director.

