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Job Title:
	
Executive Director
	

	
Department:
	
Administration 
	

	
Work Location:	SWMD Office

	
Reports To:
	
Board of Directors
	

	· Full-Time
Part-Time
	· Exempt
Non-Exempt

	
To perform this position successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability required. Knox County Recycling SWMD provides reasonable accommodation to complete the application process and/or perform essential functions of the job unless the accommodation would cause undue hardship.

	

	PURPOSE OF THE POSITION
The Executive Director is responsible for implementing and overseeing the entire solid waste management program in compliance with applicable Indiana and federal laws, the implementation of the District’s strategic plan and regulations, as well as the goals of the District. The Director is also responsible for developing, implementing, and maintaining an education/outreach program for the county. The Executive Director must coordinate with the Board of Directors, the Controller, the Citizens Advisory Committee (CAC), and other pertinent local, county, and state boards and committees. This also includes working and coordinating with private businesses that provide (either presently or in the future) solid waste handling and recycling services within Knox County.
The Executive Director ensures that the District remains within financial constraints, establishing the budget, monitoring and approving all expenditures, and providing the Board of Directors with timely reports of the budget and operations of the District.

	

	RESPONSIBILITIES

1. General Tasks
· Develops, implements, and oversees District programs, ensuring compliance with the laws and regulations of Indiana and the Federal Government and the short and long-term goals of the District established with the Board of Directors. Present the District’s Solid Waste Management plan/program at public meetings, providing information to interested citizens and public officials. 
· Directs the preparation of the annual budget and manages the budget approval process in a timely manner with the Board of Directors, based on State and County schedules. 
· Monitors and provides financial forecasts to ensure District activities occur within the financial constraints of the budget approved by the Board of Directors and the Knox County Council, monitors revenues and expenditures, and provides monthly and annual reports. 
· Completes Federal and State reports for all projects and other aspects of District operations. 
· Collaborates with Knox County Auditor, Treasurer, and Assessor offices to ensure the District’s “User Fee” is billed and collected accurately.
· Serves as a legislative advocate for the District as appropriate and/or when so directed by the Board of Directors. 
· Monitors legislation at the state level vital to the District’s mission and provides reports to the Board accordingly.
· Organizes meetings of the CAC. 
· Writes and submits grants for the purposes of obtaining additional funding for District projects or programs.



	· Represents the District while serving on various task forces, committees, or public forums by attending meetings, planning events, public speaking, media outlets, etc. 
· Maintains current knowledge of environmental issues, including but not limited to recycling, hazardous materials, and sustainability, through continuing education opportunities such as attending conferences or trainings. 
· Directs vendor and interlocal agreements, ensuring the operations are both efficient and cost-effective
· Negotiates and maintains contracts necessary for the operation and maintenance of facilities and programs.
· Attends Board of Directors and Executive Committee meetings. Ensures public notices of meetings are scheduled, and meeting packets are provided in advance to the Board of Directors. Communicates with the Board of Directors as required, relaying urgent information, and providing information to the Board of Directors as requested (reports, data, etc.). 
· Maintain regular, punctual attendance consistently.

2. Supervisory Responsibilities
· Assigns, supervises, and directs staff, including interviewing applicants, making hiring/firing decisions, providing training and corrective instruction, supervising investigations of employee incidents or accidents, making work schedules and other work assignments, and evaluating the job performance of employees on an annual or more frequent basis. 
· Develops and administers personnel policies, maintains personnel files, maintains the District training records, and safety plans.
· Ensures District staff receive all required and necessary training, including, but not limited to, safety, group benefits, harassment, and applicable federal and state law.
	JOB QUALIFICATIONS
· Master’s Degree in Environmental Science, Public Administration, Education, or related field (preferred) or a Baccalaureate Degree with experience in Environmental Science, Waste Management, Business Administration, or related field.  
· Demonstrated proficiency with Microsoft Office, Canva, Google Workspace, and Social Media Management
· Must possess excellent written and verbal communication skills.
· Detail-oriented with the ability to review, analyze, interpret, and present technical data.
· The Director must be professional and personable when dealing with the public, staff, Board of Directors, and other stakeholders. 
· The Director will be expected to work extended evening or weekend hours on occasion to accommodate a variety of groups, meetings, conferences, trainings, and events both locally and out of town. Some overnights are required. 
· Ability to effectively communicate orally and in writing with a variety of City and County officials, community leaders, state and federal agency representatives, news media, vendors, contractors, and members of the public. 
· Ability to plan and present public speaking engagements. 
· Ability to prepare detailed written reports, including being sensitive to professional ethics, gender, cultural diversities, citizenship status, and disabilities.
· Ability to work alone with minimum supervision as well as with others in a team environment. 
· Ability to respond swiftly and rationally to emergencies on a 24-hour basis. 
· Possession of a valid driver’s license and demonstrated safe driving record. Limited criminal history report. 


	

	PROFESSIONAL WORK RELATIONSHIPS
· The Executive Director maintains frequent contact with co-workers, Knox County departments, elected officials, state agencies, vendors, contractors, and the public for a variety of purposes, including problem solving, exchanging information, and interpreting and explaining policies.
· The Executive Director is trustworthy, independent, flexible, and has a sound work ethic.
· The Executive Director interacts with the public and all others in a positive, courteous, respectful manner with 
cultural awareness.


	DIFFICULTY OF WORK
The Executive Director performs duties that are broad in scope, making authoritative decisions relating to the management of the District, its operations, and staff. Independent judgment is required in analyzing challenges, defining opportunities, and recommending, planning, implementing, and maintaining information on District operations. The Executive Director is governed by precedent or specific policies, requiring judgment to adapt to diverse and highly variable situational requirements. 

	

	PHYSICAL REQUIREMENTS
The Executive Director performs the majority of duties in a standard office environment, involving sitting/walking at will, sitting for long periods, and lifting/carrying objects weighing up to 50 pounds. 





	ACKNOWLEDGMENT
The District has developed this job description to provide general guidelines to assist you in becoming familiar with the obligations of your employment. This job description is not intended and should not be construed to be an exhaustive list of all responsibilities, skills, efforts, or work conditions associated with the job. It is intended to be a reflection of those principal job elements essential for recruitment and selection, for making fair job evaluations, and for establishing performance standards. The employee shall perform all other functions and/or be cross-trained as shall be determined at the sole discretion of the Executive Director and/or the Board of Directors, as applicable, who shall have the right to amend, modify, or terminate this job and its associated duties in part or in whole. The signatures associated with this job description are not intended to give rise to any contractual rights or obligations, express or implied, or to be construed as a guarantee of employment. This is not a contract of employment. By your signature below, you acknowledge that you have read and understand this job description and agree to perform the duties, responsibilities, and tasks set forth. Failure or refusal to sign and return a copy of this job description with an original signature to the Executive Director, or their designee, prior to the designated start date and time may be considered a declination of the position.

The District is an Equal Opportunity Employer, and it prohibits discrimination and harassment of any kind based on race, color, sex, religion, sexual orientation, national origin, disability, genetic information, pregnancy, or any other protected characteristic as outlined by federal, state, or local laws. The District makes hiring decisions based solely on qualifications, merit, and business needs at the time.

	
Print Employee Name:

	
Employee Signature:	Date:




