



NATIONAL ASSOCIATION OF REALTORS®

JOB DESCRIPTION

IDENTIFICATION:
Job Title: Chief Operating Officer



Department:





Status: F/T or P/T (specify when possible)
FLSA Status: (do not complete)
Reports to: (position title) 
Revision Date: 

Number of Direct Reports:


Disclaimer: Please note that this sample job description is for consideration and reference only, with the hope that it is a helpful resource.  It is not policy, and there is no requirement to use this sample.  It is not intended to represent the best, or the only job description for this position.  The needs and interests of each association vary, therefore, an association must craft and tailor the job description that is most suitable and appropriate for the association’s needs and interests.  


POSITION SUMMARY:
The Chief Operating Officer (CFO) oversees the day to day operations of the association.  In addition, this person is responsible for staff administration and development, purchasing,  budget preparation assistance, and membership support.
ESSENTIAL FUNCTIONS:
· Supervises and trains all staff and monitors administrative processes and systems in coordination with the Chief Staff Executive (CSE)
· Coordinates all internal staff communications and leads staff meetings
· Assists in planning, developing and evaluating the association’s goals, programs, policies and procedures
· Oversees membership database administration and coordination of records with the Division of Real Estate, state association, and National Association
· Ensures accuracy of the membership process including admissions, maintenance of records and employees associated with the process
· Ensures data integrity within the association management database, membership application processing and on-boarding

· Ensures maximum opportunity to build strong bonds with the organization and its members
· Assists CSE and financial staff in preparation, administration and implementation of the budget
· Supports association’s efforts to adher to NAR’s Core Standards

· Supervises and approves purchases of office equipment, furniture and supplies in coordination with the CSE
· Provides project management support for membership recruitment, retention and engagement activities
QUALIFICATIONS: 
Knowledge, skills, and abilities
· Skilled in organizational development, personnel management, budget and resource development
· Excellent people skills

· Flexible and able to multitask

Preferred Education and Experience

· Bachelor’s Degree

· 4 years’ experience in association management

WORK ENVIRONMENT AND PHYSICAL DEMANDS:
1. Ability to stand or sit while maintaining alertness for several hours at a time.

2. Ability to speak concisely and effectively communicate.

3. Visual and auditory ability to respond to critical situations and physical ability to act swiftly in an emergency

4. Ability to view/enter data for long periods of time.


