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Swedish Cultural Center
Expectations for Executive Director
February 9, 2011

Planning
Develops overarching business and program plans each year (January through December). The
plans are each to be presented to the Board by the November preceding the plan’s inception.

Metrics:

For all new projects and/or pr.

timeline and budget will be pres
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Elaq(s) approved

s

v

Y

\ Ol
SCC for the calendar year (January through December). ) J\J

‘be presented to the Board no later than the November
TE i Ny e

Budgeting

Each year, develops anni
The balanced Budget

" Board meeting te.
- Metrics: Plan presented by November
AVaN Plan approved by the Board
e ,
»\; Financial report financial report will be prepared for the Board each month and
N\ will be presented at the Board meeting. The report will show current financial results that
AN) i

provide the Board with a full snapshot of the SCC’s financial position. The report will, at a
minimum include year-to-date (YTD) results (actual performance), YTD budget, variance to
budget, last year YTD, and variance to last year. A cash flow analysis and status of the line of
credit must also be included.

Metrics: Report presented monthly

Report complete (YTD, YTD Budget, LYYTD)






Performance evaluations complete for all staff by March 31

Service standards/expectations are to be created for each staff position at the SCC and are to be ‘V
reviewed with staff during their initial training and then annually thereafter. Service standards |~
will be reviewed with the Board (initially by June 2011) for approval and then annually
thereafter.
Metrics:

Service standards are developed by June 2011

omer satisfaction formsand I
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surveys. A monthly written reportisto b ided to the Board.

Metrics:

Rgula customer setvice training is provided

’ o_ anizational profit; blhty) and echnology ways to use technology to improve efflc:ency,
effectlveness and customer service)
alistic and time specific) and should support the Executlve Dlrector’s
d of Directors. Goals should be created in November for the period

employee s goals. The Executive Director will submit their goals to the Executive Committee and
then full Board in November for sequential approval.

Metrics:
All staff set individual goals as described above
ED sets goals for approval to Executive Committee and Board

Goals are used as part of performance evaluation process



Retention/turnover: understanding that continuity and consistency is essential for high quality.._

customer service and organizational efficiency, staff turnover rate shall not be higher tha(n 25% )

per year.

Metric: /, ’/~ L e //c"a;, €S
/’
Staff turnover is less than 25% per year d 59“ b s
S~ Dt o %« Ny
Volunteer management: The SCC'’s relationship with volu tee‘rs is to be thoughtfully and coel 5
‘:held for volunteers. Appropriate
oroughly briefed in all aspects of

effectively managed. An annual appreciation event is to’
training is to be provided to all volunteers so that th

Controlling

Complrance reviewed by auditors on annual basis X
. S /,/' . \_»‘\‘ ;"
A Ensures that all flscal procedures meet and where possible exceed the minimum standards set ’ L ‘J?f
: \forth by the GeneralAccountmg Pnncupals (GAP) and that the SCC is compliant with all local, \u ;Y‘«J“'
state and federal laws. . T
Metric: Comﬁliance reviewed by auditors on annual basis ’}}N

res that the Swedish Cultural Center meets or exceeds performance

of income over expense 3 Ensures that there is no greater than a 10% variance from plan in any ; \)
given month and thatan appropriate action plan is written and implemented to correct any A ,/’ N
. . ! b
negative variances. e Cf/
Metric: Report presented monthly / \/{4\/ «0
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Corrective action plan developed when needed_____ , %
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Maintain balanced budget: annual fiscal performance shall be at a break-even letter or show an
excess of income over expenses, unless the Board approves a budget shortfall in writing (by

resolution).

Metric: Budget is balanced or income exceeds expenses at year-end

Does not achieve financial goals while creating long-term liabilities (e.g. deferred maintenance
and/or other deferred liabilities)

Metric: to be audited annually by Board ar]d*f'" dependent auditors

990 (tax return) completed and submitted on tim | Revenue Service.

Metrics: 990 prepared

QQQSubmitted on-time to IRS

Problem Solving (metrics to follow)

problem solving. Brings proposed solutions to the
irements and impact assessment.

Critical thinking. Demonstrates critical thi
Board complete with an assessment of re

Metric: Board is presented with analysis ’Qf;p‘[ob\“léms

Board is presented‘with recommended solutions for input

Facilities ‘(d“é‘t:é;ifl‘s*}féfol!pw)?




Tennant Relationships

Manages all Tenant relationships. Ensures tenant agreements are in place with each tenant and
that both the SCC and tenants are incompliance with the terms and conditions of the agreement
and in particular that payment of rent and other fees is timely and consistent with the

agreement.

If appropriate (e.g. Caterer), ensures customer service standards are consistent with SCC’s own
standards so that the goods and/or services provided reflect positively on the SCC.

Metrics:

Agreements are in place for each tenant

Tenants meet terms of agreement (audited mo y by ED and reported to Board)

) //\
Facilities Rentals (details to follow) . \’\,@0
A

Strategic Plan (details to follow) : : A C” v
Support of Committees (details to foIIow) . ,vq‘

Provide administrative support fer~1 )

Execute Committee o Vj

exceed tﬁe min tion of the Commlttee W(\i‘; v
Programming (details to fi fwa) A \D (}"Ugygiv

VAN

Programming shall focus ¢ eneratuonal Swedlsh culture for those Swedes and Swedish-’

- Americans Ilvmg in the Puget Sound regio Hli,cludmg, but not limited to: Swedish Americans,
”Boelng Swedes, ”Mrcrosoft Swedes (those working in the tech sector), former SKF members,
uw Swedlsh faculty and studen s,-and former Swedish American Chamber of Commerce
members wnth business mtérests in the region.

Programmmg shall be conistent with the SCC’s mission to:

To promote better ulfderstandmg between the United States and the Nordic countries, with
empbhasis on Sweden, and to perpetuate Nordic culture and traditions through the teaching,
observance, practice and celebration of this culture and its traditions.

Metrics: (metrics to follow)

This list of minimum expectations was developed by the Swedish Cultural Center’s Board of Directors
and approved on . These expectations are considered to be a minimum and may be
expanded or clarified in writing should the Board determine greater clarity is needed in expressing its

expectations.



