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Job Description: Executive Director
September 2, 2025


Position Summary
The Executive Director serves as the operational agent of the Essex County Fire Chiefs Association, ensuring the successful implementation of its goals and programs. This role includes overseeing daily operations, representing the Association, managing membership services, financial affairs, mentoring fire chiefs, and administering key programs under the direction of the President and the Board of Directors. .

Key Responsibilities
Leadership and Governance:

· Serve as a non-voting ex-officio member of the Board of Directors.
· Reports to the President and Board of Directors
· Assist in developing and revising organizational policies.
· Ensure the Association’s legal and operational integrity.
· Act as a spokesperson for the Association in collaboration with the President.
· Provide advisory support to Association committees.
· Lead efforts to foster collaboration and mentorship among fire chiefs within the Association.
· Coordinate efforts for long-range planning/strategic planning for the organization

Board of Directors Support:

· Work with new BOD members to bring them up to speed with Bylaws, meeting schedule, and policies of the BOD.
· Facilitate meeting rooms and meals (as necessary) for all BOD and general membership meetings.
· Develop the monthly agenda for the BOD meeting (in conjunction with the President) and distribute to the BOD at least 48 hours prior to the meeting.

· Take minutes of the BOD meeting, and distribute to the BOD within 48 hours of the conclusion of the meeting for their review (along with an updated action item list from the meeting).
· Develop the monthly agenda for the general membership meeting (in conjunction with the President) and distribute to the membership at least 48 hours prior to the meeting.
· Take minutes of the general membership meetings and distribute draft meeting minutes within 48 hours of the conclusion of the meeting.
· Prepare a written report of ED activity of the prior month to be distributed with the agenda for the BOD meeting.
· Prepare/update BOD action item list to be distributed with the agenda for the BOD meeting.
· Develops annual calendar of events for the organization for BOD approval.

Fire Chief Mentorship:

· Collaborate with the Fire Chiefs Association of Massachusetts (FCAM) to implement a structured mentorship program for new and current fire chiefs.
· Provide one-on-one mentorship to support fire chiefs in leadership development, operational best practices, and navigating their roles effectively.
· Organize and facilitate peer-to-peer learning sessions, workshops, and seminars tailored to fire chiefs’ needs.
· Act as a resource and point of contact for fire chiefs seeking professional development guidance or mentorship support.
· Monitor and evaluate the effectiveness of mentorship initiatives and recommend improvements as needed.

Financial Oversight:

· Maintain financial controls and records with the Treasurer and, if applicable, external accountants.
· In conjunction with the Treasurer, takes the lead role in developing and preparing the Annual Report and proposed fiscal year budget for BOD review and approval based on BOD goals.
· Oversee the Association’s financial operations as defined by the Board.

Membership Services:

· Develop and implement strategies to grow and retain membership.
· Promote benevolence programs to support members and their families during times of need.
· Maintain membership records and networking services.
· Oversee the Association’s website in collaboration with the webmaster. Updates website with new content as necessary to ensure it is always current.
· Stays in constant contact with the membership, alerting them to meetings, announcements, and developments that are important to them.

Program Management:

· Administer and oversee all Association programs, including:
· Foam Trailer
· Hose Test Trailer
· Hearings Officers Program
· Technical Rescue Team
· Speaker Series
· Control Points
· Training Programs
· Training Facility
· Develop new programs from inception to full operation, delegating responsibilities as necessary.
Divisions:

· Provide administrative support to divisions as requested by the Board or divisions.
· Serve as an ex-officio member of all committees and divisions, and attends division meetings


General Expectations
· Represent the Association to professional organizations, governmental agencies, and other stakeholders.
· Deliver public presentations and act as a spokesperson when requested by the President.
· Promote a culture of learning and professional excellence within the fire service community.
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