Position Description Questionnaire (PDQ)

Effective Date:   October  2006 
Position Title: Senior Manager. CHBC

Dept/Area/Group: Building Systems Councils/TMS/BAAS

Position Code:
4459


  
Exemption Status:   Exempt

Job Family:
MAS



Job Level: 4 

Employee Name:



Supervisor’s Name: Jeremy Bertrand
	I. Position Objective: Describe the purpose of this position.  This is a brief explanation as to why the position exists in the organization.

	Develops programs, services and marketing strategies to expand the use of concrete and cement based products in new home construction.   
Serves as NAHB’s primary contact with senior staff and volunteer leadership of contractor and manufacturing trade associations to develop relationships and generate information and services to residential builders.  Works closely with the staff and volunteer leadership of our association partners, including: The Portland Cement Association, The Concrete Homes Council, National Concrete Masonry Association, Insulating Concrete Form Association, Precast/Prestressed Concrete Institute, Autoclaved Aerated Concrete Products Association, Interlocking Concrete Pavement Institute, Tile Roofing Institute, Brick Industry Association, and Post-Tensioning Institute.
Develops membership and retention strategies to increase membership in the concrete home builders council and launches revenue generating programs that will cover the expense of generating services.

Provides leadership to the board of trustees of the Concrete Builders Council and meets and manages the expectations of our association partners. 


	II.  Key Duties and Responsibilities: These are the essential functions of the job.  Cluster them into no more than six groupings.  Begin each description with an action verb.

	INFORMATION, EDUCATION and MEMBER SERVICES (4459)
Travels to regional trade shows and staffs exhibits, conducts education programs, and represents NAHB to senior leaders of other organizations and to builders.  Provides information to expand the use of concrete and cement based products by builders in the residential industry.

Manages the development of national education programs by NAHB and the Home Builders Institute, using content provided by industry partners.  Ensures programs are launched on time, on budget and meet the target audience.

Recommends and develops new member services for builders that generate revenue and expands membership. 

Cultivates contacts and sources throughout the industry and collects and disseminates content to builders via e-newsletters, NAHB web pages, and in education programs on concrete topics.  Writes articles and content for builders as needed.  Serves as primary contact at NAHB for concrete topics. Works closely with NAHB Public Affairs Department and the trade press to promote concrete topics.
MEMBERSHIP GROWTH (4459)
Develops and expands a core group of revenue generating member services.  Expands membership and develops member retention programs.  Reports member trends to the Executive Director and to the board of the Concrete Home Builders Council. 

MANAGEMENT (4459)
Is primary staff contact for the Board of the Concrete Home Builders Council, composed of senior representatives of other trade and manufacturing associations and organizations.  Builds consensus for decisions and executes policy directives. 
Effectively manages the financial, staff and volunteer resources of the council.  Develops and monitors annual expense and revenue budgets.  Keeps Executive Director and board of Trustees informed of emerging issues.



	III. Nature of Work: Give examples of typical assignments.

	Routine Assignments:

1. Serves as primary staff for the Concrete Home Builders Council Board of Trustees.

2. Track and report on all revenues and expenses associated with the CHBC.

3. Recruit new concrete home building manufacturers and builders to the BSC.

4. Establish specific member services directed at the residential concrete home building industry.

5. Develop written content for the BSC section of the NAHB.org website as well as the CHBC/BSC monthly newsletter.

6. Field all incoming press, consumer and builder questions related to the residential concrete home building market.

7. Establish effective working relationships with NAHB staff.

More Complicated Assignments:

1. Implement a multi-year plan to establish the CHBC within the NAHB.  Build an effective road map of all current services offered by the BSC and all potential services requested by the concrete industry association stakeholders.   Execute CHBC products services on a yearly basis.

2. Manage and produce the annual Concrete Technologies Tour, sponsored by NAHB/BSC.  Work with University of Housing to expand this event each year.
3. Develop strategic initiatives to promote the opportunities, benefits, and advantages of concrete construction to residential home builders.  Write and develop content that can be used to educate builder audiences on the various forms of concrete home building.  Map realistic way to distribute educational materials to our market audience.

4. Establish the CHBC as the key residential concrete home building resource in the industry.  Establish networking relationships and industry partnership with the leaders in the field.

	IV. Working Relationships: Provide examples of the working relationships you maintain regularly in order to successfully meet the objectives of the position.  Note: These could be with staff external to your department, e.g. staff in other departments, your customers within the association, members, vendors, visitors, professional colleagues elsewhere.

	People/Organizations:

Concrete Industry

Association Stakeholders

Concrete Builders/Producers

BSC Board of Trustees

BSC Committees

NAHB Staff

BSC Staff

Press and the Media

Vendors


HBA Staff

Outside Organizations


	Purpose of the Relationship:

Build consensus for council services and support for programs.  Provide ongoing status reports.

Membership recruitment/retention.  Provide members services and staff support for meeting and events.

Report on CHBC programs and strategies.  Solicit input.  Make program recommendations.

Report on specific strategies.  Solicit input. Provide staff support.

Collaborate effectively to advance program goals.

Work as a member of the BSC team to further council program goals.

Serve as CHBC spokesperson.  Build rapport and exposure for residential concrete construction.

Purchase services.

Build consensus and keep federation informed about member services.

Increase exposure for the CHBC and the residential concrete home building market.

	V. Responsibility for Resources: Describe the resources within NAHB for which this position is accountable.

	Budget/Revenue:  Responsible for approximately $90,000 (PCA subsidy) and membership dues revenue associated with the CHBC.

Supervisory (# of Staff – Direct and Indirect):  Indirect supervision of Program Assistant.  Considerable indirect supervision on specific projects.

Other:  

Work with several groups of volunteer boards.



	VI. Skills/Knowledge Required: Describe the specific skills, occupational knowledge, information background, and understanding you must have to do the work successfully.  Note: Also describe any diploma, degrees or courses essential to obtain the knowledge.

	Skills:  Excellent oral, written and interpersonal communication skills.  Ability to build consensus, work in a team, and execute multiple priorities.  Ability to manage projects to completion.  Demonstrated leadership and networking skills.  Ability to serve as primary spokesperson for NAHB to other organizations. Ability to interact and collaborate with a wide variety of industry leaders.   Proficiency with Microsoft Office software applications.

Experience/Background:  Demonstrated project management experience. Demonstrated program and budget /resource management experience.  Experience working with non-profit or volunteer boards and or membership development.  Tradeshow/symposium process development a plus.   Experience or demonstrated ability to work with senior level executives.  Knowledge of the housing industry helpful. Minimum of 5 years professional work experience.  

Diploma/Degrees:
Requires a Bachelor’s degree in business, communications or related field.
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