
ARCHITECTURAL LEAGUE 
594 Broadway, Suite 607 
New York, NY 10012 
 
MANAGING DIRECTOR 
 
The Managing Director of The Architectural League has broad responsibilities for the effective functioning of 
the organization, to achieve quality and impact in League programming, and to meet the highest standards of 
ethics and efficacy organizationally and as an employer. The Managing Director will focus particularly on 
alignment of activities and mission; development and membership; financial administration; human resources; 
and general office management. The Managing Director reports to the Executive Director.  Broad areas of 
responsibility, with examples of specific task, include: 
 
Organizational direction and priorities 

• Work with executive director and other colleagues to articulate and evolve specific organizational 
goals, priorities, and strategies to fulfill the League’s mission through programs, initiatives, and 
communications 

• Monitor League activities for alignment with organizational ethos and goals; identify and recommend 
course corrections when necessary 

 
Development  

• Manage the League’s two major benefit events: the President’s Medal (or in some years Friedsam 
Medal) dinner and Beaux Arts Ball, including all aspects of site logistics, sponsorships, ticket sales, 
communications 

• Manage development and membership associate’s work on membership, including promoting, 
recording, acknowledging and analyzing memberships and membership trends and working with 
special membership groups 

• Coordinate, write as necessary, submit and manage League funding applications to government 
agencies 

• Initiate, coordinate and manage League development efforts with individual donors, including annual 
fund and planned giving 

• Initiate as appropriate, coordinate and manage League development efforts with foundations 
• Monitor board giving 
• Work with communications manager to ensure that all League communications, including annual 

report, appropriately and accurately credit funders 
 
Membership and visitor services 

• Supervise all membership related work of membership and development assistant, including overall 
management of the membership program, as well as visitor services and reservations 

• Working collaboratively with program staff, establish and execute policies and practices for visitor 
services at events, including: admissions; reservation policy; structure of sign-in at events; 
maintenance of event admissions tools and communications; supervision of relationship with 
Eventbrite 

• Maintain integrity and security of membership and contact database  
• Plan and manage annual meeting 

 
Financial administration 

• Review and code all invoices for payment; periodically review Quickbooks accounts to ensure all 
entries have been coded and made correctly; work with bookkeeper and executive director to improve 
Quickbooks and financial processes 

• Supervise membership and development assistant in receiving and recording income 
• Carry out monthly reconciliation of membership income and other income, working with membership 

and development assistant and bookkeeper 
• Review monthly financial reports prepared by bookkeeper; prepare quarterly (or monthly when 

necessary) budget reviews and cash flow to discuss with executive director 



• Work with Executive Director to manage budget and with other staff to manage and approve 
departmental expenditures 

• Assist Executive Director, Bookkeeper, and Investment Committee with the management of 
endowments and other accounts 

• Act as lead staff member on annual audit, supervising Bookkeeper and working with Executive 
Director  

• Ensure that 990 and Annual Charities Report are filed by due dates with appropriate agencies 
• Ensure that print and digital copies of annual financial report (audit), Charities Report, and 990 are 

filed in appropriate places in League office and on League server 
 
Human resources 

• Maintain up to date staff organizational chart and job descriptions 
• Manage paid time off permissions and documentation 
• Oversee PEO relationship and all benefit programs, including health insurance, disability insurance, 

workmen’s compensation, transit benefits, Flexible Spending Accounts, Health Savings Accounts, 
403(b), and paid time off 

• Work with bookkeeper, outside benefits/payroll manager, and insurance advisor to insure 
appropriateness, efficiency, and economy of benefits program 

• Ensure that all new League employees are appropriately signed up for payroll and benefits upon 
hiring.  

• When openings occur, work with executive director and relevant senior staff to shape job description 
for opening; supervise office coordinator in preparation and posting of job listing and receipt and 
distribution of applications, scheduling of interviews. Once job offer has been made by executive 
director and accepted, contact other candidates or supervise office coordinator in apprising other 
candidates of decision.  

 
Governance and administration 

• Ensure all necessary and appropriate policies are in place and up to date; work with executive 
director to draft any needed new policies 

• Maintain essential information binder and ensure it is up to date 
• Serve as primary office contact/instructor/quality control manager for PatronManager Contact 

Management System 
• Ensure server integrity; monitor server organization and direct changes by other staff as necessary 

for efficiency and ease of use by appropriate parties 
• Supervise administrative assistant in performance of duties related to general office functioning 
• Oversee and assist when necessary with office coordinator’s management of office technology needs 
• Work to remove excess off-site storage, while ensuring records are kept for archival or financial 

purposes 
• Supervise maintenance of archival record of League activities 

 
 
 
 
 


