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POSITION TITLE:
DIRECTOR OF EXTERNAL AFFAIRS & MEMBERSHIPS
DEPARTMENT:

EXTERNAL AFFAIRS
ACCOUNTABLE TO:
PRESIDENT & CEO
STATUS:


FULL-TIME, EXEMPT
Primary Objective of the Position:

The Director of External Affairs will be responsible for effectively managing all aspects of external affairs and collaborating with team members across the Community Affairs and Membership departments to develop and implement the New Orleans & Company brand advocacy, community engagement, stakeholder, Corporate Social Responsibility (CSR) and membership initiatives. Oversees the activation of new membership sales and drives private sector funding through the acquisition, development and administration of overall membership programming and related benefits, while creating and initiating robust membership participation and retention programming, through continual communication and relationship building efforts. 
Major Areas of Accountability:

COMMUNITY ENGAGEMENT & BRAND ADVOCACY
· Manage daily operations of the community affairs team and provide departmental executive support. 
· Drive and coordinate New Orleans & Company community affairs efforts, advocacy programming and special events.
· Strategize and plan community affairs campaigns for our internal team, members, stakeholders, residents and citizens.
· Develop and foster external relationships with representatives of various community-based organizations, Chambers of Commerce, faith-based leaders, public interest groups, City and State leaders.
· Direct and continuously build upon the New Orleans & Company brand CSR programming.
· Develop departmental budget annually and monitor operations for all community affairs related programs assuring all business aspects and functions of the department are conducted within budgetary guidelines.

MEMBERSHIP

· Oversee daily operations of the membership team providing the resources, materials, training, and necessary information needed to ensure that the team meets or exceeds membership sales and service goals.

· Develop member benefit programs designed to improve the general member experience, retention, and aid in the solicitation of new members.

· Ensure the retention of members through consistent scheduled and unscheduled communications with the members such as one-on-one meetings, on-site visits, welcome calls and through membership committee retention programs.

· Oversee the development and publishing of an annual visitor guide and convention meeting planner publications, including the solicitation of advertising sales, pricing/costs and RFP’s, editorial content and overall format, printing and mass distribution.

· Serve as the primary New Orleans & Company contact to our members and coordinate activities such as member orientations, member-to-member events, speaking engagements, trade shows, handling of visitors/member complaints and member benefit focus groups.

· Provide educational opportunities, promotional activities and communication      workshops and host trade shows to enhance the bottom-line value of a continued      membership with New Orleans & Company.
· Develop departmental budget annually and monitor operations for all membership

programs to assure all business aspects and functions of the department are conducted within budgetary guidelines.

· Organize and produce special events such as Industry Insights, National Travel and Tourism Week, Business After Hours, the Annual Meeting and various trade show events.
· Serve as the organization’s primary liaison by representing, attending and participating in a diverse set of community and economy driven meetings and planning sessions, such as the Chamber of Commerce (Orleans, Jefferson, Black, Hispanic, etc), FQBA, Vieux Carre’ Commission, and more. 

· Perform other responsibilities or special projects as assigned by the President & CEO.

Education and/or Experience:

Bachelor’s Degree or equivalent from a four-year college or university; and minimum of eight years progressive related experience and/or training or equivalent combination of education and experience.
Computer Skills:

Must be proficient in Microsoft office or similar. Knowledgeable of presentation software, spreadsheets and analytics, communication and social media, data visualization and collaboration platforms desired. 
Language Skills:

Possess excellent verbal and written communication. Ability to read and interpret documents and to write routine reports and correspondence. Ability to speak effectively before groups of customers, members, stakeholders, Board of Directors and/or employees of the organization.

Physical, Mental & Environmental Demands:

While performing the duties of this job, the employee is regularly required to sit; and use hands to finger; reach with hands and arms; and talk or hear. The employee is required to stand and walk. The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision, distance vision, peripheral vision, and depth perception. Must be able to travel by airplane and operate a vehicle.

The working environment is typical for an office and does not require exposure to difficult or hazardous conditions. This position will require some weeknight and weekend assignments. Ability to travel including overnight stays. Must work well in a team environment. 

Disclaimer Statement:

The above is intended to describe the general content of and requirements for performance of this job. It is not to be construed as an exhaustive statement of duties, responsibilities or requirements and does not imply a contract.

Responsibility for Work of Others:  
· Membership Department

· Community Affairs Department
New Orleans & Company provides equal employment opportunities to all employees and applicants for employment without regard to race, color, religion, gender, sexual orientation, national origin, age, disability, genetic information, marital status, or status as a covered veteran in accordance with applicable federal, state and local laws. New Orleans & Company complies with applicable state and local laws governing non-discrimination in employment in every location in which the organization has facilities. This policy applies to all terms and conditions of employment, including, but not limited to, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation, and training. 


[image: image1.jpg]