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             Job Description
                   Executive Director
 
The Tennessee Affordable Housing Coalition convenes a variety of housing professionals with the goal of developing housing opportunities for Tennesseans. 
The successful candidate will be responsible for overseeing all aspects of TNAHC, ensuring that the organization is operating efficiently and effectively to meet business goals. The Executive Director is the face of the Coalition, working closely with the Executive Committee and the Board of Directors. The primary goals of the Coalition’s Board for the remainder of 2025 and 2026 are:

1) Continue to increase TNAHC individual and corporate membership and sponsorship to a level of organizational self-sustenance through the identification and pursuit of sponsorship, membership and other funding opportunities. Establish contributed income sufficient to support Coalition staffing, operating budget needs, events, and legislative lobbying strategy.

2) Plan and coordinate various meetings and events on behalf of the Coalition. Meetings will include Board of Directors, Executive Committee, Regional Council Meetings, Annual Members Meetings, Day on the Hill events, Tennessee Housing Conference participation, Housing Hall of Fame, and other events.

3) Develop and maintain strong, positive working relationships with partner/sponsoring organizations, expanding TNAHC funding support in both number and amount.  Develop and maintain constructive relationships and strategic partnerships with key stakeholders and funders, including the Tennessee Housing Development Agency. 

4) Provide direct leadership and support for Coalition Operating Committees. In each of these Operating Committees, board members and members of the Coalition come together to conduct the work of the Coalition. The Executive Director will ensure that these Committees are properly staffed with Coalition volunteers. 

In order to achieve these goals, the selected candidate will prioritize the following tasks:

· Oversee the Finance Committee’s activities to identify and pursue sponsorship opportunities and membership growth.
· Coordinate with the Finance Committee to develop strategies for membership recruitment and fundraising.
· Establish and track metrics concerning progress and success of membership recruitment and fundraising efforts.
· Update membership roster monthly.
· Determine dues arrearages and present Board with recommendation on course of action to address.
· Work with Legislative Committee to execute the TNAHC Day on the Hill.
· Ensure that the Legislative committee prepares legislative tracking information and distributes this on a regular cadence to members during legislative session.
· Establish the 2025-26 meeting and event schedule in concert with the Executive Board and the Regional Chairs.
· Recruit Officers for the Regional Councils to fill vacant positions.
· Maintain TNAHC’s website, social media presence and newsletter to ensure relevant and timely information is available and distributed to the Board, Members and Sponsors on a timely basis.
· Annual and as-needed review of corporate documentation with Executive Board.
· Serve as an ambassador for the Coalition. Communicate effectively through various channels about the Coalition’s mission, purpose, and impact alongside, and in coordination with, Board Members. 
· Maintain strong, positive working relationships with the Board. Work in collaboration with the Board in defining and developing the corporation’s guiding principles and practices, including governance structure. 
· Lead administrative activities including budgeting, planning, maintenance of bylaws, board member selection, 990 filings, other filing requirements with the state of Tennessee and Federal government. 
· Develop meaningful and effective methods for evaluating impact of TNAHC’s activities and reporting those to the board, our partners, and our potential partners. 
Professional Attributes of the Executive Director 
· Dynamic, diplomatic, mature, seasoned leader with the ability to inspire, energize, engage and direct all work toward the Coalition’s goals and objectives. 
· Experience starting and running an organization. Entrepreneurial drive and the ability to seek out and bring innovative ideas and opportunities to the attention of the Board. 
· Strategic, creative thinker with a track record of getting things done. 
· Motivated, organized, efficient self-starter who can work well independently. 
· Excellent oral, written, and social media communication skills. 
· Thorough knowledge of advanced administrative and accounting practices including the preparation and organization of files, accounting of funds, use of internal controls and conformance with budgetary goals and objectives. 
· Extensive knowledge of non-profit “best practices”. 
· Array of compelling verbal and written abilities. 
· Ability to think creatively while acting traditionally in the pursuit of goals required to make the Coalition successful. 


Necessary Requirements of Work 
· Graduation from an accredited four-year college or university with a baccalaureate degree in business administration, nonprofit management, or closely-related field. 
· Minimum of four (4) years of experience performing senior administrative activities, preferably in a nonprofit setting. 
· Strong organizational, interpersonal, and decision-making skills.
· Willingness and ability to travel statewide for in-person meetings.
· Accountability to the TNAHC Board
Strong Preference 

· Strong preference will be given to candidates who are residents of middle Tennessee or those willing to establish residency in or around Nashville, TN. 
· Previous experience working in housing related activities in Tennessee.
· Established network of individuals and entities active in Tennessee housing – including Coalition members.
· Demonstrated ability in fund raising. 
Compensation 
The Executive Director role is as an Independent Contractor and does not include benefits. The role’s anticipated time commitment is on average two days/week, but not to exceed 20 hours/per week averaged over a calendar year. Annual compensation is $27,000, plus reimbursable expenses, billed monthly.  In addition, to incentivize the Executive Director to increase Coalition membership and sponsorship, the selected candidate shall earn a commission equivalent to 10% of every membership or sponsorship dollar committed to the Coalition from the start of the candidate’s term to the end of the calendar year, and then annually thereafter.

Please submit resumes to Brian Drobnick, Executive Board Vice Chair, Tennessee Affordable Housing Coalition, at drobnickrealestate@gmail.com.
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