Montana Learning Center at Canyon Ferry Lake (MLC)
Executive Director Position Description
Application Deadline: January 15, 2012

This position involves carrying out the MLC’s STEM (science, technology, engineering, mathematics) mission by overseeing the organization's operations, business management, program development, grant writing, fundraising and promoting the organization's growth and service to the educational community. 

(1) Operations 


· Coordinating "concierge" services such as meals, lodging, and amenities

· Hiring, training and supervising part-time staff (facilities manager/finance director, maintenance supervisor, live-in caretakers) and seasonal staff (cooks, and housekeeping)
· Working with and under the direction of the MLC Board of Directors

· Assuring compliance with local, state and federal health and safety requirements

· Recruiting and supervising volunteers 

· Participating in professional development

· Revising and updating organization’s  major documents

(2) Business management

· Overseeing operations budget
· Planning and implementing facilities updates and new construction possibilities

· Assuring compliance with local, state and federal financial requirements

· Monitoring insurance and liability issues

· Acting as Principal Investigator for grants

· Stewarding investments

(3) Program development

· Stimulating expansion of current programs

· Creating new programs

· Recruiting other educational organizations to use MLC facilities 

· Developing resources for programs

(4) Grant writing

· Researching grant opportunities

· Authoring grant applications to support facility, programs and personnel

· Collaborating with other grant writers

(5) Fundraising

· Actively seeking public and private funding sources
· Cultivating “alumni” base 

· Coordinating major fundraising events and campaigns

· Identifying and reaching out to major donors

(6) Promoting the organization’s growth and service

· Developing marketing strategies

· Arranging for appearances at fairs, conferences and exhibitions

· Authoring brochures, ads, mailings, e-mails, newsletters, articles for other organizations

· Monitoring the website and Facebook  pages

· Working with local, state, and national networks supporting non-profit efforts

Required Personal Assets 

· Excellent social skills

· Excellent writing skills including grant writing
· Basic computer skills including word processing, spreadsheets, and Internet

· Ability to supervise and coordinate staff
· Currently resides in the Helena area or will move permanently to the Helena area – either includes option to move to the MLC site (two-bedroom house)
· Bachelor’s Degree
Preferred Personal Assets
· Passion and affinity for STEM education in Montana

· Familiarity with non-profit organizational structures

· Established networks with state and local non-profit and educational systems

· Flexibility in attending to detail while maintaining a "big picture" view of MLC's goals and mission

Salary and Benefits

This multifaceted position is equivalent to full-time employment.  The position is funded at $25,000 for 12 months for June 2012 – May 2013 with “hard” money.  The Executive Director is expected to generate funding for the position in subsequent years through program fees, grants and fundraising.  It is possible to increase this salary base through acquisition of grant money and work as a grant PI. 
Benefits offered are the required matching social security payments, state workmen’s compensation and unemployment contributions.  Housing on-site in a two-bedroom house is negotiable.  Free Internet and long-distance telephone (land line), beach and boat access are also benefits of employment.  When there is an MLC activity going on, the director and family are welcome to join the participants for meals.
About the Montana Learning Center

The organization’s mission is to provide and promote quality immersion experiences for all in science, technology, engineering, and mathematics (STEM) in a unique lakeside environment.
The Executive Director enjoys support from a collaborative and participatory Board of Directors, creative freedom to pursue and implement innovative ideas as MLC continues to develop, and a rare opportunity to live and work in a serene setting.

The Montana Learning Center facility consists of  10 acres with 15 houses situated on a cul-de-sac at the north end of Canyon Ferry Lake, a major reservoir and year-round recreational area near Helena.  More information is available at www.montanalearning.org.

Application Process
A complete application consists of:
· A cover letter summarizing your qualifications and providing contact information

· A current resume or vita

· A written “essay” (at most one page) describing how your special skills and/or past experiences will help you implement the mission and goals of the Montana Learning Center including strengthening current and developing new income sources.
· Three letters of recommendation, including at least one from a previous employer

· Optional: additional material that supports your ability to succeed in the six areas mentioned above.
A background check will be required as a condition of employment.  The Montana Learning Center is an equal opportunity employer and educator.

Send your application and supporting materials via e-mail to:

allinger@montana.edu AND pchriske@montanalearning.org
Hard copy submission is discouraged but, if all else fails, mail to:

Executive Director Search

Montana Learning Center at Canyon Ferry Lake

7653 Canyon Ferry Road

Helena, MT  59602

 - - Any faxed materials (406-475-3871) must clearly indicate the applicant's name and contact information on each page.

 - - For additional information please contact Glenn Allinger, Selection Committee Chair at (406) 586-5757  or email allinger@montana.edu.
 Deadlines:  Screening of applications will begin on January 15, 2012 , and open screening will continue until the position is filled by March 30, 2012.  Works beings by June, 2012.
