
 

 
Executive Director Job Description 

 
504ward is seeking a new Executive Director.  The ideal candidate will have a proven record of 
accomplishment with excellent leadership, organizational, and interpersonal skills.  S/he will be 
a self-starter and have a passion for and experience in the New Orleans young professional 
scene. The candidate should have proven ability as an operational manager who can build on 
existing strategy and develop new approaches through an action-oriented, entrepreneurial, 
flexible, and innovative approach to talent attraction and retention.  The candidate must be self-
motivated, creative, and have the ability to work independently while establishing strong, 
collaborative team relationships and organizational partners.  S/he should be an analytic and 
decisive decision maker with strong problem-solving skills, attention to detail, and a customer-
service orientation.  Knowledge and familiarity with 504ward is a plus. Expected start date is 
early to mid-August 2018. 
 
About 504ward 
 
Launched in 2008, 504ward is a brain gain initiative designed to retain the influx of young talent 
ages 21 to 35 in the New Orleans region. With a membership base of over 15,000 young 
professional and highly skilled email subscribers and over 25,000 social media followers, 
504ward connects natives, newcomers and “expats” to a variety of opportunities throughout 
New Orleans, promotes job opportunities, and curates cross-generational programming all 
designed to weave this new talent into the fabric of our city.  To learn more, please visit 
504ward.com. 

 
Duties and Responsibilities 
 

• Programming 
o Design and produce 504ward events ranging in size from 20 to 800 people 
o Strategically design programming for young professionals in New Orleans 
o Curate promotional content in 504ward newsletter 

• Management 
o Manage a small team of freelancers (i.e., writer and event coordinator) 

• Stakeholder Engagement 
o Coordinate with business leaders who will serve as connectors for various 

programs and events 
o Work closely with young professional organizations and economic development 

organization partners 
o Speak on behalf of 504ward in both large group settings and private meetings - 

serve as organizational spokesperson 

• Fundraising 
o Though the majority of the Executive Director’s time is focused on programmatic 

work, about 15% of time will be dedicated to working with 504ward’s founder and 
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NOLABA’s Vice President of Investor Relations to diversify 504ward’s revenue 
sources through grant writing and fundraising activities  

 
Basic Qualifications 
 

• BA/BS required 

• At least 3 years work experience 
 

Requested Skills 
 

• Community networking and building partnerships  

• Event programming for targeted demographics 

• Social media and digital marketing 

• Excellent written communication and public speaking 

• Fundraising  
 
Application Directions 
 
To apply, all interested applicants should email the following items to 
careers@504ward.com.  Please put all items in the following order and save as a pdf with your 
first and last name as the document title: 
 

• Resume 
 

• Answers to the following questions (limit 250 words per question): 
 
1. What three characteristics or traits do you believe are most important for success in 

this position?  Please give examples of how you embody each characteristic.   
 

2. 504ward was launched in 2008 with a mission to retain the influx of young 
professional talent in New Orleans. Our primary target demographic remains young 
professionals who already live and work here; however, in an effort to expand the 
young professional talent pool available to our local employers, we have widened our 
focus to include retaining graduates of our local universities and attracting back home 
young professional “expats” (i.e., anyone who knows and loves New Orleans, but no 
longer lives here -- grew up here, visited, went to college, did a fellowship).  
 
For example, we now host twice-yearly NOLA BOUND webinars and pop-up events 
while expats are in town for holidays and special events. How would you improve 
current programming, or what additional types of communications and programming 
do you think would resonate with these two additional demographics? 
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3. Please describe a project you lead from start to finish either as a volunteer or paid 
employee that you think best highlights your various skills. 
 

4. What is the biggest challenge facing young professionals in New Orleans today and 
what type of programming would you recommend 504ward creates to address this 
issue? 
 

• Cover Letter (optional) 
 

All applications are due by Monday, June 11th at 11:59 p.m.  We will send receipt upon 
acceptance of each application, but we cannot guarantee any additional feedback during the 
process.   


