Executive Director Resume Example 

XXXXXXXX

XXXX,Memphis,TN38125(H)XXX-XXXX-XXXXXX-XXXX-XXXXXXX@XXXX.XXX

professional summary



Accomplished business leader with over 25years of management, strategy, program development, delivery and operational experience in the serviceindustry. Proven executive management professional offering excellent communication and computer skills. Meets deadlines and works with a high level of multicultural awareness and adaptability. Self-motivated, innovative and goal-oriented management professional committed to production. Dedicated team player skilled at mediation and conflict resolution.

skills

	· Non-profit management

· Operations and finance expert

· Financial management

· In-depth OSHA knowledge
	· Operations management

· Human resources management

· Process improvement

· Economic modeling/business analysis



work history

Vice President/Executive DirectorMar 2001-Dec 2012
Thomas B. Davis YMCAMemphis,TN

· Oversaw daily branch operations for staff of 85 employees, and worked with other department directors in syncing annual plans and cross-departmental initiatives.

· Composed and drafted all outgoing correspondence and reports for directors.

· Prepared forecast and monitored an annual program budget of $1.2 million.

· As the Executive Director took an innovative approach to scaling impact in the non-profit sector, conducted ongoing output and impact studies, including cost-benefit analyses for all programs in the department.

· Prepared and distributed payroll for staff of 85 direct reports.

· Composed and drafted all outgoing correspondence and reports for managers.

· Complied annual recommendations for end of fiscal year budgets.

· Reduced overhead by taking on more responsibility with creative and administrative projects.

· Planned and executed all aspects of office headquarter move.

· Supported CFO through personal document management, calendar organization and collateral preparation for meetings.

Executive Director Jun 1999-Feb 2001
Druid Hill Family YMCABaltimore,MD

· Developed business plan and raised $$80,000 in first year as Director.

· Member of Executive Management Team.

· Established operational objectives and work plans and delegated assignments to department director.

· Established department control procedures such as project forecasts and cash flow projections.

Associate Executive DirectorDec 1997-Jun 1999
Northwest YMCANashville,TN

· Increased board membership by 25%.

· Established program boards in school sites.

· Assisted with team building initiatives and overall support for maintenance of organizational culture and employee morale.

· Member of Executive Management Team.

· Surpassed revenue goals in four consecutive quarters.

· Initiated program that standardized employee training and led to increase in customer satisfaction by 20%.

Senior Program Director Apr 1996-Nov 1997
Northwest YMCANashville,TN

· Managed preschool and school age child care seventeen (16 ) sites, with sixteen full times.

· Staff and 70 part time staffs with 940 children and a budget of $1.5million.

· Established partnership with Cheatham County school board to operate year round child care program.

· Provided timely actuals, forecast and budget data for 

· corporate management.

· Reviewed collection reports to determine the status of collections and the amounts of outstanding balances.

Program Director Jan 1986 - Apr 1996
Northwest YMCANashville, TN

· Hired, trained and supervised a team of 16 site directors.

· Developed and served as President for an on-campus club promoting volunteering efforts for non-profit organizations in the community.

· Implemented innovative programs to increase employee loyalty and reduce turnover.

· Planned and supervised class projects, field trips and visits by guest speakers.

· Established operational objectives and work plans and delegated assignments to site directors.

Faculty Preschool Teacher Sep 1984 - Jan 1986
Tennessee State UniversityNashville, TN

· Worked with interdisciplinary team members to evaluate children's progress and recommend appropriate learning plans.

· Supervised a group of 20 student teachers throughout the semester.

· Used classroom observations to create written assessments of student performance.

· Coordinated parent-teacher conferences 2 times during the school year.

· Monitored students' educational progress with individual charts and files.

education

Bachelor of Science: Consumer Science 1986
Tennessee State University Nashville, TN

· Member of Tennessee State University, football team

Education Administration (degree not obtained)Tennessee State University Nashville, TN

· Emphasis in child development

