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Client Overview

The Pennsylvania Apartment Association Central (PAA Central) has retained Sterling Martin
Associates to search for its next Executive Director. The position is located in Middletown, PA, a
suburb of the capital of Harrisburg.

Established in 2004, PAA Central is a 501(c)(6) trade association that represents the apartment
and rental housing industry in 37 Central Pennsylvania counties. With a mission to Educate,
Advocate, Communicate, and Empower, PAA Central serves the multi-family housing industry by
providing a forum to utilize and share the collective strengths of its members in order to provide
educational, public relations, and government affairs related services that enhance the
opportunity for quality rental housing. PAA Central develops and promotes active participation
by exchanging ideas via networking events.

PAA Central is a proud member of the National Apartment Association (NAA) and membership in
PAA Central includes automatic membership in NAA.

PAA Central has an operating budget of approximately $500,000. Revenue is derived primarily
from program services, events and contributions. The organization is governed by a 15-member
Board of Directors, including five directors who serve as officers and who make up the Executive
Committee. The organization includes seven standing committees which guide PAA Central’s
activities. For more information, please visit www.paa-central.com.

Pennsylvania Apartment Association — Central | Executive Director | Position Description


http://www.paa-central.com/
http://www.paa-central.com/

Executive Director

Reporting to the Board of Directors, the Executive Director of PAA Central is the chief staff
executive who has overall responsibility for the management of the Association. The Executive
Director recommends and participates in the broad formulation of the Association’s mission,
goals, objectives, and related policies and makes decisions within existing policies as they have
been approved by the Executive Committee and the Board of Directors. Within that framework,
the Executive Director directs staff and assists with programs, committees, and activities of the
Association. The Executive Director maintains effective internal and external relationships.
Through management and leadership, the Executive Director achieves economical, productive
performance, future programming, and constructive growth of the Association.

The Executive Director serves as the catalyst and implementer in assuring the steady progress of
PAA Central within the limits of the charter and Bylaws of the Association and policies established
by the Board of Director. He or she will be responsive to the multiplicity of member interests
while fostering consensus-building within the Association. As the principal staff support to the
Executive Committee and the Board of Directors, the Executive Director performs the
administrative and managerial functions necessary to efficiently operate the Association in the
following specific areas:

Strategy and Governance

e In partnerships with the Board of Directors, developing short- and long-term goals and
strategies designed for the betterment and growth of the Association.

e Serving as an ex officio, non-voting member of the Board of Directors and Executive
Committee and attending all meetings.

e Attending to minutes of all Board and Committee meetings.

e Planning, formulating, and recommending for approval by the Executive Committee
and/or Board of Directors general and administrative policies, procedures, and programs
and implementing said documents following approval.

e Executing all decisions of the Executive Committee and/or Board of Directors and
delegating implementation when appropriate.

e Making periodic reports on the status of the Association as requested by the Board of
Directors.

e Serving as staff liaison to all committees and assisting the various committees with
organizing, arranging for, executing, and leading PAA Central meetings, programs,
conferences, and special events.

Management & Operations
e Managing and administering the operations and general affairs of the Association,
pursuant to its Bylaws and policies of the Board.
e Assisting in the development of the annual budget and approving expenditures within the
limits of the Board-approved budget.
e Ensuring PAA Central’s fiscal health through prudent financial management of resources.
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Maintaining and ensuring the legal integrity of all accounting, financial, tax, insurance,
accounting, and bank documents and records.

Submitting all required reports to the Association’s accounting firm, including, but not
limited to bank deposits, check registers, and credit card transactions.

Serving as liaison to the Association’s accounting firm during periods of tax preparation
and audits.

Recruiting, hiring, and training any paid staff and administering an effective personnel
program that includes developing position descriptions, performance standards,
performance appraisals, and compensation packages.

Executing contracts and commitments as may be authorized by the Executive Committee
and/or Board of Directors or established policies.

In conjunction with the Executive Committee, developing, recommending, and operating
within the annual budget. Ensuring that all records, funds, property, and physical assets
of the Association are appropriately safeguarded and administered.

Providing all necessary records, reports, receipts, payments, and documents to the State
and National affiliated organizations, as required.

Membership & External Relations | Legislation & Advocacy

Directing the activities of the Association to serve the legislative, educational, and
informational needs of PAA Central members.

Managing, leading, and ensuring a successful legislative effort for the benefit of PAA
Central, including working with NAA and/or their lobbying firms in legislative efforts at
the local, state, and national level.

Serving as the principal liaison to NAA and actively participating in the organization’s
meetings and activities.

Assisting with direct member recruitment in cooperation with the Membership
Committee; recommending sound member recruitment and retention programs.
Overseeing member invoicing and collection to ensure timely collection and distributions.
Directing basic management and coordination of the affairs, programs, projects and
activities of the Association in order to provide the proper level of member services.
Managing the PAA Central Real Estate School as the designated Director; overseeing and
developing classes to ensure that they are in the best interest of the membership as well
as being approved by and in conjunction with the State Real Estate Commission.
Maintaining all records and curriculum information for the School as required by the Real
Estate Education Provider License.

Assisting with the organization and conduct of annual programs, monthly programs,
conferences and other events as directed by the Board of Directors, including oversight
of all logistics and administrative details.

Promoting interest and active participation in the Association's activities on the part of
the membership and reporting on PAA Central activities through regular channels of
communication.

Planning and overseeing all communications to the general membership.
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Background & Experience | Desirable Qualities & Characteristics

All qualified candidates will be expected to embrace PAA Central’s mission to Educate, Advocate,
Communicate, and Empower. Qualified candidates will also be expected to present the following:

Bachelor’s degree. MBA or other post-graduate degree a plus.

Certified Association Executive (CAE) designation a plus.

Seven or more years of senior-level organizational management experience.

Association sector experience desired; multifamily housing experience a plus.
Demonstrated success in an Executive Director or senior management position.
Experience working with a nonprofit/association governing board to develop strategy and
vision.

Experience managing a revenue budget of at least $500,000.

Experience with an organization that presents conferences, meetings, and seminars and
special events a plus.

Ability to make sound decisions at a strategic level for the organization.

Experience in government relations/legislative affairs at the local, state, and/or national
level.

Ability to assemble and lead a management team that works as one to accomplish PAA
Central’s vision and goals.

Ability to critically evaluate staff competencies and take appropriate action to improve
performance and capabilities.

Ability to represent the organization to the external community in a positive manner.
Ability to develop and communicate strategic plans and tactics that accomplish PAA
Central’s mission and goals.

Ability to communicate clearly, both in writing and verbally.

Ability to function as a team player with other employees of the Association.

Ability to travel for business.

Compensation & Availability

PAA Central offers an attractive compensation and benefits package to attract the right
candidate. The position is availability immediately.

PAA Central does not discriminate in employment opportunities or practices on the basis of race, color, religion, sex,

sexual orientation, national origin, age, disability, or any other characteristic protected by law.

To apply, please send a cover letter and current resume to paac@smartinsearch.com. A well-
crafted cover letter, outlining how your experience fits the requirements of the position, will be
an important factor in considering your candidacy.
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For more information, please contact:

Sterling Martin Associates
1025 Connecticut Avenue, NW | Suite 1000
Washington, DC 20036
www.smartinsearch.com

David S. Martin
Managing Partner
p. 202.257.1627 |paac@smartinsearch.com

Leigh Beal
Senior Associate
p. 510.529.4560 | paac@smartinsearch.com
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