
Diversified Management Services 
Job Description 

 

The duties listed include what are generally considered to be primary and essential functions of the position.  Specific 
circumstances may allow or require some assigned to the job to perform a somewhat different combination of duties.  
Diversified Management Services reserves the right to change job duties as needed to meet business goals and 
operational needs.  Reasonable accommodations may be made to enable qualified individuals with disabilities to perform 
the essential functions. 
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Title: Associate Director 
Department: Administration 
FLSA: Non-Exempt 
Reports to: Senior Account Executive/Account Executive 
 
Purpose of Position: 
 
1. Performs a variety of administrative and support activities for the professional staff in 

the management and development of client organizations. 
 
Essential Duties and Responsibilities:  
1. Responsible for database management which requires a working knowledge of 

FileMaker Pro. 
2. Provides general program information to members and prospective members 

regarding services by phone, mail, fax, and e-mail. 
3. Assembles, organizes and distributes board information regarding meetings, policies 

and related materials. 
4. Assists in collection and input of written data to prepare and distribute in mailings. 
5. Prepares minutes and sets up and participates in conference calls. 
6. Responsible for the publication of directories by making changes, placing 

advertisements, proofing and related tasks. 
7. Assists with planning and coordination of educational seminars, membership 

meetings, conventions and trade shows. 
8. Helps plan agendas, arrange for speakers, plan menus, select sites and tend to 

other meeting needs. 
9. Provides general staff support for meetings and conventions. 
10. Assists with research, writing and layout of articles for the production of associations’ 

newsletters. 
11. Contacts prospective advertisers, assists in developing new products and performs 

related marketing tasks. 
12. Maintains files and records for various client associations for which services are 

provided. 
13. Operates standard office equipment including personal computer, copy, fax, postage, 

labeling, and related equipment. 
14. Other administrative duties as assigned. 
15. Actively participate in DMS Account Executive training program. 
 
 
 
 
 
 
 
 
 
 
Minimum Training and Experience Required to Perform Essential Functions 
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1. Post High School degree or multiple years experience in a responsible administrative 

role 
2. 1+ years of association-related work experience 
 
Minimum Physical and Mental Demands Required to Perform Essential Functions 
 
Physical Requirements 
 
1. Reaching (horizontal and vertical) to obtain various books, printouts and file boxes, 

computer paper, etc. as well as some light lifting. 
2. Capacity to use a variety of office equipment including: copy machine, fax, and 

computer terminal/keyboard. 
3. Motor coordination (eyes, hands, swift and accurate finger movement) as well as 

manual and finger dexterity. 
 
Cognitive Demands 
 
1. Requires a moderate level of problem solving skills involving acquired or learned 

knowledge of company operations and functions. 
2. Interpretation of existing procedures and selection of well-established work routines. 
3. Computer literacy with demonstrated skills in the use of applicable program software. 
4. Ability to read, interpret and apply basic program information. 
5. Ability to obtain information by observation, investigation, interpretation, and 

visualization. 
 
Language Ability and Interpersonal Communication 
 
1. Requires regular interaction with DMS and client association employees and the 

public in the performance of assigned support tasks. 
 
Work Hours 
 
1. This is a non-exempt position, which means that  overtime is paid when supervisor 

approved hours for the work week exceed 40 hours. The nature of the association 
business is cyclical, and some weeks may require extended days or weekend work 
based on the needs of the client and the senior account executive. Advance notice 
will be given as much as possible when extended time is needed, and compensation 
time within that same week should be arranged at that time with the senior account 
executive.  

2. Limited travel (working a convention or board meeting) may be requested. The junior 
account executive will be paid for all supervisor approved hours spent working during 
that time, including driving to a meeting or attending a working meal function. 


