
 

Position Description 

Managing Director  

Reports To: Chief Executive Officer (CEO) 

Direct Reports: Manages up to 3 team members 

FLSA / Status: Exempt, full-time 

Location: Remote/hybrid; Washington, DC metro area required 

Travel: 10% 

Salary Range:  $95,000 - $100,000 annual + benefits  

About AIEA 
The Association of International Education Administrators (AIEA), founded in 1982, is the only membership 
organization dedicated to international education leadership. AIEA is the professional home for leaders and 
changemakers from across the international education sector, united by a shared commitment to shaping the 
future of global education. AIEA is embarking on an exciting era of organizational transformation. Together with 
the AIEA Board of Directors, AIEA Committees and Task Forces, and the broader AIEA membership, we have 
started a new chapter marked by a thoughtful rebrand, updated messaging, modernized systems, and an 
entrepreneurial mindset. We are doing foundational work today that will set us up for growth, sustainability, 
industry relevance, and the nimbleness to lead the field of international education boldly into the future while 
keeping our core values and constituencies at the center of our strategy.  

Position Summary 
The Managing Director is AIEA's deputy executive leader, playing a comprehensive leadership role across the 
association through partnerships, Board relations, business development, people management, and operations. 
Serving as strategic support for the CEO, the Managing Director is a force multiplier and innovator — a problem 
solver and catalyst for the organization's work. Internally, this role leads a small and mighty team spanning 
membership, communications and marketing, and programs and events, and serves as the CEO's closest partner 
in Board relations and governance. Externally, the Managing Director is a key representational voice for AIEA — 
building relationships, developing new business opportunities, and establishing the organization's thought 
leadership in the field. 

Key Responsibilities 

Strategic & Business Support 



• Act as a strategic thought partner to the CEO across organizational areas, supporting new programming 
and business development that advance AIEA’s strategic plan and overall mission. Help champion and 
enable AIEA’s long-term goals while translating future vision into short- and medium-term actions.  

Operations 

• Help carry the operational and administrative load for the organization. This includes liaising with outside 
service providers, overseeing timely and accurate deliverables (internally and externally), optimizing 
systems and processes, and serving as a proactive problem solver.   

Board Management 

• Support overall Board management, including executive communication, meeting preparation, governance 
operations, and compliance.  

Partnerships 

• Develop, champion, and grow a strategic partnership portfolio for AIEA, fostering key relationships, 
aligning partnerships with strategic goals, and building mutually beneficial alliances that serve AIEA 
members and the industry at large.  

Representation 

• Serve as a strong representative of AIEA — speaking on the organization's behalf, participating in industry 
events, providing expert perspective, and acting as a spokesperson for the industry. Enhance AIEA’s 
external profile through media engagements, writing, social media presence, and other thought leadership 
opportunities.  

Team Leadership & Development 

• Bring energy, focus, and drive to the team's culture, and support the ongoing development of staff, 
interns, and volunteers. Oversee the day-to-day work of colleagues managing the membership, 
communications and marketing, and programs and events. Manage the performance review process, 
ongoing professional development, and overall success and growth of staff.  

Key Competencies 
• Exceptional Communication: Clear, culturally competent, and engaging written and verbal communication 

across audiences and mediums. Comfort and credibility representing an organization externally on panels, 
webinars, interviews, or other speaking opportunities. Possesses strong interpersonal skills that build trust, 
strengthen relationships, and positively represents the organization.  

• Depth of Industry & Field Knowledge: Significant understanding of the international education and 
association landscape that AIEA operates in. Stays abreast of current issues and trends and can speak to 
key aspects of the international education ecosystem. Maintains a broad network across the sector.  

• Project Management: Has a demonstrated understanding of core project management principles and is 
able to advance initiatives from idea to delivery. Has a strong stakeholder management ethos and a 
proactive problem-solving approach.   

• Business & Financial Acumen: A strong understanding of organizational and program budgets, small 
business operations, business partnerships, and general operating principles.  



Qualifications  
• At least 10 years in international education, association management, nonprofit leadership, or a related 

field, with progressively greater responsibility. 

• Demonstrated experience developing and managing strategic partnerships and business development 
initiatives. 

• Experience working closely with, or reporting to, a governing Board. 

• A track record of public representation — speaking engagements, panels, media, or similar. 

• Alignment with AIEA's mission and familiarity with the international education field. 

• Strong financial and business acumen, including comfort with budgets and organizational operations. 

• Bachelor's degree required; advanced degree preferred but not required. 

 


