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Job Description  

Executive Director 
Bowen McCauley Dance 

Arlington, Virginia 
http://www.bmdc.org/ 

 
The Executive Director (“ED”) of Bowen McCauley Dance (“BMD”) works in close collaboration with and reports to 
the BMD Board of Directors (“Board”) and its Founding Artistic Director (“AD”), Lucy Bowen McCauley.  The full-
time ED is responsible for providing leadership and management of BMD’s 501(c) (3) operations and with the Board 
and AD to set BMD’s strategic direction and to ensure the organization’s consistent achievement of its mission and 
objectives. 
 
Strategic and Programmatic Leadership 

• Take initiative in consultation with the AD to pursue opportunities that advance BMD’s mission, vetting those 
with disciplined, strategic decision-making and the evaluation. 

• Propose solutions to organizational, operating, program and financial issues. 
• Collaborate with the AD, Board, and staff to establish annual plans pertaining to dance performances and 

outreach programs. 
• Investigate new business opportunities to increase financial success and grow company reputation. 
• Develop, implement and assess, in partnership with the AD, an organizational strategy that addresses all aspects 

of growth and financial sustainability. 
 

General Leadership and Management Responsibilities 
• Provide leadership for achievement of major goals, including new sources of revenue, improving the business 

model, and developing programs and alliances that increase the Company’s impact within the Washington 
Metropolitan area. 

• Develop and implement a fundraising strategy that supports existing program operations and potential future 
expansion. 

• Develop current and future artistic and outreach programs. 
• Maintain official records and documents, and ensure compliance with federal, state, local and, if applicable, 

international laws and regulations. 
• Administer day-to-day operations of BMD. 
• Advise Board and AD immediately of issues that have a significant, material impact upon the Company. 
• Collaborate with the AD and other staff to assure off-site venues and material readiness for meetings, 

performances and outreach. 
 
Fiscal Sustainability and Financial Management 

• Guide the evolution and implementation of a sustainable business model with diverse revenue from 
governmental entities, foundations, corporations and individual donors, and earned income through 
performances and contracted work. 

• Maintain daily operations with a focus on the Company’s financial stability, ensuring the short- and long-term 
working capital and financial management needs of BMD are adequately addressed; and effective internal 
controls for the protection of organizational assets are adequately maintained. 

• Oversee financial planning and management in concert with the Board Treasurer. 
• Facilitate the creation of the annual budget for Board approval. Prepare operating budgets for approval by the 

Board, and ensure that BMD operates within budget guidelines and otherwise maintains sound financial 
practices. 

• Monitor budget throughout the year and facilitate regular Board review and analysis of financial information, 
proposing appropriate action when indicated. 

• Ensure the timely billing for programs and payment of obligations, providing separate financial reports for each 
cost center, performance and special event. 
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Organizational Management and Governance 

• Recommend policy positions to the Board; ensure compliance with and implementation of Board policies. 
• Foster a healthy culture that encourages teamwork and collaboration. 
• Manage human resources, including but not limited to workers’ compensation, unemployment and employee 

records. 
• Supervise administrative staff and provide at least yearly performance reviews of administrative staff. 
• Ensure that the maintenance of the BMD office space comports with professional standards. 
• Oversee vendors and related contracts (e.g., bookkeeping, audits, insurance). 
• Provide all necessary Board support, including but not limited to: 

o Collaborating with the Executive Committee to update the Company’s strategic plan for Board 
approval; 

o Collaborating with the Board Chair and the AD to develop agendas for Board meetings; 
o Collaborating with the Board Chair to compile documents for Board meetings, including reports on 

development and finance; 
o Preparing the ED Report for each Board meeting, maintaining the Board Manual; participating in Board 

orientation,  
o Attending and providing supporting documentation for Committee meetings 

 
Development and Fundraising 

• Collaborate with the Board and the AD to build, maintain and oversee relationships with donors: governmental 
entities, foundations, corporate sponsors, community organizations, and individuals. 

• Represent BMD to all funders and donors; attend development/fundraising events. 
• Develop and manage an annual grant strategy, including management of timelines for submittal of grant 

requests; overseeing drafting of, and compilation of materials for, grant requests and reports; draft grant 
proposals and reports, as necessary; and oversee contracted grant writers if applicable. 

• Monitor outcomes of fundraising events and report such outcomes to the Board. 
 
External Communications and Marketing 

• Oversee external communications, including official documents. 
• Represent BMD as a public, passionate, and vocal proponent of BMD’s work and outreach to the community. 
• Implement joint marketing plans with collaborating organizations. 
• Collaborate with the Board, the AD and all relevant staff and vendors to create and distribute timely marketing 

and public relations materials. 
• Create engaging content for BMD materials using staff and/or vendors to create and distribute timely. 
• Assist the AD and Outreach Director in development of outreach materials. 

 
Other 

• Attend training and workshops related to dance administration. 
• Attend BMD performances. 
• Employ excellent written and oral communication skills as well as computer literacy. 
• Undertake other duties as established by the Board and/or the Founding Artistic Director. 

 
The ED position is an exempt, professional management position; full-time work hours are flexible, 
depending on the needs of the job.  The ED is employed on an "at-will" basis, which means that 
employment is for an indefinite period of time and is terminable at any time, with or without cause. 
BMD is an equal opportunity employer. 
 
Posted March 25, 2016 


