[image: image1.png]CENTER fror
HOUSTON'S
FUTURE

Affiliated with the
Greater Houston Partnership



 


Center for Houston’s Future

Page 2


JOB DESCRIPTION

Position Title:
President/CEO

Reports To:

Center for Houston's Future Board of Directors
Key Contacts:
Center for Houston’s Future Staff

Greater Houston Partnership Management




Greater Houston Partnership Resources Staff




Houston Area Corporate and Private Foundations

Other Organizations and Volunteers
Responsibilities:

1. Effectively direct the operations of The Center including oversight of project consultants, priorities, volunteers and delegation of responsibility to Center staff.

2. Manage the financial resources of The Center with an annual budget of $ 1.5 million including budget preparation and continuous budget/spending management;

3. Provide professional leadership for the fundraising efforts of the initial campaign of $6 million including planning, materials preparation, and follow-up;

4. Provide professional direction and guidance on all program activities of The Center including The Center's major “leadership initiative” which will develop and execute a program for the continuous development of new business/civic leadership and a business oriented Strategic Plan for Houston;

5. Recruit and manage a modest staff and a core of volunteers.

6. Act as liaison with the management of the Greater Houston Partnership.

7. Efficiently coordinate the activities of The Center with each program/project steering committee to recruit volunteers, manage budgets, schedules and program deliverables;

8. Oversee the publication and distribution of project results; 

9. Assist the Chairman, in the planning, conduct and reporting of meetings of The Center's Board of Directors;

10. Provide professional strategic planning for The Center for Houston's Future;

11. Be a spokesperson for the organization when appropriate; and

12. Other duties as assigned by the Chairman and Board of Directors.

President/CEO - Job Description (continued)

The following skills, knowledge and personal characteristics are necessary and critical for future job success.

1. A minimum of 10 years increasingly responsible business management experience with at least 5 years in an executive management role. Business related Research and Development experience is a plus;

2. Demonstrated experience in managing diverse projects involving effective use of staff, consultants, and volunteer participants; 

3. Bachelor’s degree required. A degree in business, public administration, or related discipline is preferred and a Masters degree is strongly preferred; 

4. Demonstrated understanding of the multicultural eight county Houston region and its strategic issues;

5. Demonstrated professional and effective verbal and written communications skills. Cross cultural skills a plus;

6. Demonstrated project management experience including project organization, task definition; budgeting; contract negotiation/ management; and project status reporting;

7. Demonstrated understanding of the use of various communication techniques and devices – such as, presentations, graphics, Internet, electronic media;

8. Professional appearance;

9. Demonstrated ability to work with others at all levels, internally and externally;

10. Demonstrated ability to exercise mature judgment and tact; 

11. Demonstrated ability to prioritize assignments, work on multiple assignments simultaneously; and

12. Demonstrated ability to work effectively in a team environment and share tasks.
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