Request for Proposal 
The Florida Chapter of the American Society of Landscape Architects (FLASLA), a 501(c)(6) non-profit association serving the needs professional members throughout the state, is requesting proposals for the contract services of a business entity—a sole-proprietorship/DBA, corporation, or other licensed business organization—to manage day-to-day office functions and provide related services as outlined in this RFP.  This RFP is not open to an individual seeking a direct employee position. 
General Information and Essential Professional Attributes:

The services required by FLASLA generally could be considered the same or similar to those customarily provided by an Association Manager, Executive Director, or similarly-titled professional management individual or entity, however, this RFP is intended to focus on the qualities, duties, and responsibilities required rather than a presumed title.  It is the goal of FLASLA to have one designated individual providing the required services, regardless of the nature of the business organization with which that individual is associated.  The designated individual will be responsible for personally performing the contract services, regardless of whether other individuals associated with the business entity are involved in support or administrative duties related to the performance of the contract.  Essentially, FLASLA requires this individual to be the one person who can perform the required contract services on a regular and ongoing basis, and who in effect will become “the public face” of the organization, supporting the President, the other elected officers, and the board of directors (“Executive Committee” or “EC”) of FLASLA in their volunteer duties. Therefore, this RFP refers not to a specific title but rather to the “Candidate” for this contract (in the sense of an individual), regardless of the business form of the respondent.

The Candidate must be a proven multi-tasker, experienced in handling a wide range of administrative and executive support related tasks, and must be able to work independently with little or no supervision. The Candidate must be self-motivated in seeking ways to perform the require duties, and adaptable to the administrative challenges of supporting a diverse group of volunteers and programs.  It is essential that the Candidate be able to interact with differing personalities (at all levels) in a fast paced environment, sometimes under pressure, remaining flexible, proactive, resourceful, and efficient.  The Candidate must have excellent “people skills” for interfacing with the FLASLA leadership and members, allied professionals and organizations, vendors, and the public in general.  Expertise in written and verbal communication skills, strong decision making ability, and attention to detail are equally important.  Impeccable professional judgment and ethics, and a high level of professionalism and confidentiality are essential for this role.   

Basic Qualifications:
· The business entity shall be located in Florida, and the individual Candidate must reside in Florida. 
· The Candidate shall work from his/her own business location, which shall be used as FLASLA’s official mailing address (a physical office address for FLASLA or public access is not required).

· The Candidate shall have an appropriate professional educational background, including but not necessarily limited to a bachelor’s degree in public relations, marketing, public administration, management, etc.  Other educational background or training along with significant experience may be considered.
· The Candidate shall have a minimum of five (5) years of professional experience at an executive level in a similar role on a contract or employment basis, such as in an Association Manager, Executive Director, or other directly related type of position. 
· The Candidate shall have full proficiency with MS Office, including Word, Excel, Power Point, and Outlook.
· The Candidate shall have experience in producing or assisting in producing newsletters, email publications, PR pieces, and other such printed and/or electronic materials.
· The Candidate shall be able to demonstrate experience specially related to serving associations or organizations characterized by governing boards, changing leadership, and/or multiple “bosses.” 
Preferred Additional Experience and Qualifications:
· Supporting experience in a professional services, sales, or marketing environment, and/or demonstrable experience with developing and managing vendor/sponsor relationships on behalf on an organization.
· Work experience related to licensed professions, especially design professions.
· Experience in the successful creation and/or implementation of programs and processes to support the operations of associations or organizations similar to FLASLA.
· Experience with Constant Contact or similar email marketing/networking programs.
· Proficiency with social networking vehicles, such as Facebook, Twitter, etc.
· Website maintenance experience, using a program such as Adobe Dream Weaver, etc.
· Professional certification and/or qualified special training in specialties related to association management, and/or affiliation with related professional organizations.
Scope of Services and Performance Standards:  

· Provide a phone line which shall serve as the official business line/number for FLASLA.  Answer all FLASLA calls during normal working hours (8 a.m. to 5 p.m., Monday through Friday, except agreed holidays), and respond promptly and efficiently to all calls within 24 hours.  Responses will be provided or calls will be referred to the appropriate party, as directed by the President or designated FLASLA representatives.  A call log shall be kept to record the number of calls handled and any notable issues requiring action and follow-up.  An answering machine/service shall be maintained to receive messages during any limited period in which the phone cannot be personally answered.


Performance standard:  All telephone communications are handled promptly and efficiently within the specified timeframes; call log information is presented as required.

· Provide a mailing address (at a physical location/place of business, not a post office box), which shall serve as the official mailing address for FLASLA.  Receive and distribute all FLASLA mail, and/or handle routine requests/responses as appropriate, in a prompt and efficient manner, within two (2) working days.

Performance standard:  All paper mail is promptly and satisfactorily routed, answered, etc. within the specified timeframes. 
· Using a designated official FLASLA email address, communicate and handle incoming and outgoing electronic communications on behalf of the President and EC, or the designated FLASLA representatives; email shall be properly answered or routed to others as necessary, within 24 hours.  Emails received and responded to shall be tracked for reporting to the EC.

Performance standard:  All electronic communications are promptly and efficiently answered, forwarded, etc. within the specified timeframes; email log information is presented as required.
· Coordinate with the President and EC to schedule and arrange EC meetings (in physical locations or via teleconference); provide weekly verbal updates via weekly officers’ teleconferences; distribute agendas and information packets prior to meetings; assist the President and EC with preparation of presentation materials and monthly reports as necessary for EC and other meetings (including preparation of a written monthly report and a quarterly verbal report, as required from the person in this position); attend and participate as required in monthly EC meetings (up to six such meetings will be held in or around Orlando, one will be held in conjunction with the Annual Conference in varying Florida locales, and others will be held via teleconference); attend the Annual Conference, coordinating and interfacing with the conference planners to help them run the event smoothly (the conference planners will have primary responsibility for managing the conference, while the person in this position will be the primary liaison with the vendors, as detailed below); be available as required to attend and participate in specially scheduled meetings and teleconferences relative to the business of FLASLA.  

Performance standard:  Attendance and participation at all required meetings in a fully prepared and efficient manner; prompt and thorough handling of the required arrangements, scheduling, and reporting duties required for all such meetings.

· Work closely with the President, officers, and committee chairs to coordinate and launch hardcopy and/or email campaigns and regularly scheduled news communications to members, potential members, allied professionals, the general public, etc.  FLASLA will require the person in this position to take active responsibility for the coordination and issuing of a monthly “e-blast” or email newsletter, for which members will be responsible for providing content.  Also, the person in this position will be required to actively coordinate and support FLASLA’s communications and public relations volunteers with the preparation and issuing of a quarterly newsletter publication, for which members will be responsible for creating content.  From time to time, other special emails and publications will require such coordination and handling. Distribution of public relations information generated by FLASLA to the media will also be required as part of this task.

Performance standards:  Active, efficient, and timely participation to accomplish the routine (and sometimes specially scheduled) communications of the organization.  It is acknowledged that FLASLA members will be responsible for providing the content and editing of such communications, and that the person in this position will depend on their performance to meet the requirements of this task.  Proactive coordination with the FLASLA leaders and volunteers, including calling for articles and follow up with contributors will be a necessary aspect of performing this task.
· Work with the President, officers, and committee chairs to regularly keep the FLASLA website current and up to date.  (This task does not entail website design.)  Content and information will be provided by FLASLA, and the person in this position shall be responsible for hands-on maintenance of the website.


Performance standard:  The FLASLA website shall be kept updated and current, based on information to be supplied to the person in this position by FLASLA leadership.
· Work with FLASLA leadership and committee chairs, the offices of ASLA National, the Florida Dept. of  Business and Professional Regulation, and other sources within the purview of this position to produce, update, and maintain FLASLA’s various informational databases, including separate such databases of members, potential members, media contacts, and political action contacts.

Performance standard:  Proactive and diligent coordination with appropriate parties to keep the FLASLA databases up to date, including contacting resources on a routine basis to gather and confirm information, and to insure that databases are current.

· Manage, coordinate, and build FLASLA’s vendor alliance program, which provides a major revenue stream for the organization.  This will entail maintaining past vendor relationships, and proactively seeking to establish new ones; maintaining a vendor database; coordination with vendors and introductions to section chairs for event planning; facilitation of events from vendor program using web information; and provision of professional sales and account management support to develop and increase revenue growth.

Performance standard:  Proactive and energetic attention to increasing vendor relationships and measurable growth in the resulting revenues to FLASLA.
· Coordinate and support section chairs and committee chairs in respect to the outlined tasks, including participation in committee teleconferences, as required. 

Performance standard:  Proactive support and follow up with communications and resources on behalf of FLASLA operations undertaken by section and committee chairs, in respect to the outlined duties of the person in this position.

· Act as the key liaison for members, non-members, staff at National ASLA, allied professionals, vendors, and the public in general on general questions, information, and routine guidance relative to the day-to-day objectives of FLASLA.

Performance standard:  In respect to the tasks outlined above for telephone, email, and mail contacts with FLASLA, the person in this position will present the “public face” of the organization by promptly, professionally, and pleasantly handling questions, information, and referrals on behalf of FLASLA.
