
Director, Education & Events 

ABOUT THE ACADEMY 
The American Academy of Actuaries (Academy) is a D.C.-based 19,500+ member professional 
association whose mission is to serve the public and the U.S. actuarial profession. Academy 
members include consultants, corporate executives and staff, regulators, government officials, 
academics, and retired actuaries. Their areas of practice cover pensions, life insurance, casualty 
insurance, health insurance, financial reporting, risk management, and more. 

The Academy assists public policymakers on all levels by providing leadership, objective 
expertise, and actuarial advice on risk and financial security issues. The Academy also sets 
qualification, practice, and professionalism standards for actuaries credentialed by one or more 
of the five U.S.-based actuarial organizations in the United States. 

OVERVIEW 

In support of a newly formed Education & Events Department, it is the responsibility of the 
Director of Education & Events to oversee the development, implementation, measurement, and 
continuous improvement of a strategy to grow and sustain the success of the organization’s 
online, hybrid and in-person learning initiatives and events. This professional serves as a 
member of the Academy senior leadership team, collaborating with the Executive Director and 
other leadership personnel to ensure alignment with the overall strategic plan and evolving 
member professional development and educational needs. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may 
be assigned. 

 Collaborate across departments and with volunteers to develop and deliver value-focused, 
responsive educational programs to members. Recruit internal and external subject matter 
experts (SMEs), instructors, and speakers, and guides them on how to deliver content to 
adult learners based on delivery method. 

 Lead the program development, promotion, and overall execution of the Academy’s 
Annual Meeting, ensuring that all strategic and financial targets are met. Specifically 
oversee the Annual Meeting strategy, including program development, event planning 
and logistics, third-party relationship management, and onsite execution, in collaboration 
with Academy senior leadership and volunteers, ensuring a diverse and relevant program 
and attendee experience is developed and delivered and that all strategic and financial 
targets are met. 

 Oversee and develop innovative approaches and efficient procedures in the direction and 
execution of all meeting logistics and activities in the delivery of seminars, webinars, 
business meetings, conferences, and other educational resources offered across all 
departments of the Academy. 

 Develop standardized evaluation processes to measure performance, ascertain satisfaction 
with existing education and events, and help to assess the future educational needs of 



Academy members. Contributes to the development of member and non-member surveys 
and other education and events-related research as needed. 

 Report on metrics for assessing the effectiveness of education and event programs and 
activities, including online and in-person programs such as webinars, seminars, forums, 
the Annual Meeting and more. In addition, perform required analysis of data for decision 
making and maintain a strong focus on the competitive marketplace and new 
opportunities to expand the relevancy and reach of the Academy’s online and in-person 
programs. 

 Develop request for proposals (RFPs), analyze bids and manage external relationships 
with third parties with which the Academy works to develop and execute online and in-
person education, including technology platform partners, instructional design, content 
development, a learning management system (LMS), event venues, exhibitors and 
sponsors, production, speaker bureaus, and more. 

 Oversee the development of budgets and supervise expenditures for all areas within the 
Education & Events department, including contracting, event planning, event execution, 
risk/crisis management, and post-event reporting and evaluation. Review education 
pricing structure on an annual basis, conducting cost to service analysis and making 
recommendations for any pricing adjustments. 

 Work strategically with the senior leadership team throughout all phases of program 
planning process, annual educational calendars, and new product development. 

 Assist the Executive Director with the successful execution of special projects as needed. 
 Travel to various Academy events and Board meetings throughout the year as needed. 

Leadership Responsibilities 

 Leads development and implementation of the Academy learning strategy and 
operational business plan in support of educational needs and helps ensure that top talent 
is hired, developed, and supported to fulfill its responsibilities. 

 Communicate with other functional/departmental managers to fully understand activities 
in support of the Academy’s agreed upon objectives, purposes, and achievements. 

 Works with Academy senior leader peers to initiate and plan major projects and activities 
and assists in determining organization priorities. 

 Maintains a positive, inclusive workplace environment and a highly motivated staff 
through effective leadership and empowerment of employees. 

 Maintains effective financial controls and risk mitigation for the assigned areas of 
responsibility. 

Supervisory Responsibilities 

Manages a manager position within the newly formed Education & Events Department. Fulfills 
supervisory responsibilities in accordance with the organization's policies and applicable laws. 
Responsibilities include interviewing, hiring, and training employees; planning, assigning, and 
directing work; appraising performance; rewarding and disciplining employees; addressing 
complaints and resolving problems; collaborating and partnering with peers and volunteers to 
execute relevant and responsive education programs. 



Qualifications 

To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 

Education and/or Experience 

 Bachelor’s degree; Master's degree (M.A.) preferred; preferably in Management, 
Business related field; and a minimum of eight years related experience and/or training 
within education and events; or equivalent combination of education and leadership 
experience. 

 Association management experience, preferably in a leadership role within education and 
conferences with experience leading and executing hybrid in-person and virtual 
programs, is required. 

 Technical experience managing education and event technology (such as ON24) and 
LMS platforms, preferred. Experience in online/distance learning, hybrid delivery, and 
project management is a major plus. 

 CAE and/or CMP desired. 

Skills 

· Leadership – A take-charge individual with vision and the means to get there. Manage, 
motivate, challenge and delegate to others. 

· Collaborative – Demonstrates a willingness and ability to work as a positive and constructive 
team member. Proven ability to build diverse and inclusive teams and coalitions. 

· Credibility – Commands respect of Board members, staff, and leaders. 

· Ethical – Possesses honesty, integrity, and the highest ethical/moral standards. 

· Communication skills – Good listener, excellent written and oral communication skills. 

· Purposeful – Meets established goals and objectives; has the strategic ability to see ahead, 
manage through change, and create and articulate relevant strategies and plans. 

· Management - Strong management skills; naturally reaches across organizational boundaries to 
achieve results and encourage diverse thinking. Strong ability to lead by influence and 
consensus. 

· Strategic thinker – Able to envision “the big picture” and lead an organization toward future 
goals. 



· People-focused – Relates well to all kinds of people and encourages sharing of diverse ideas 
within a safe, inclusive environment. Builds constructive and effective relationships. Leads as an 
effective coach and mentor. 

· Executive presence – Polished, self-confident, has political savvy necessary to maneuver 
through complex situations effectively and quietly. 

Language Skills 

Ability to read, analyze, and interpret the most complex documents. Ability to respond 
effectively to the most sensitive inquiries or complaints. Ability to write speeches and articles 
using original or innovative techniques or style. Ability to make effective and persuasive 
speeches and presentations on controversial or complex topics to top management, public 
groups, and/or boards of directors. 

Mathematical Skills 

Ability to work with mathematical concepts such as probability and statistical inference, and 
fundamentals of plane and solid geometry and trigonometry. Ability to apply concepts such as 
fractions, percentages, ratios, and proportions to practical situations. 

Reasoning Ability 

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to 
interpret an extensive variety of technical instructions in mathematical or diagram form and deal 
with several abstract and concrete variables. 

Computer Skills 

Intermediate or higher ability to work in a computerized environment with a working knowledge 
of most Microsoft Office products. 

Certificates, Licenses, registrations 

CAE and/or CMP desired. 

Physical Demands 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

While performing the duties of this job, the employee is frequently required to stand; walk and 
sit. Specific vision abilities required by this job include close vision, distance vision, and color 
vision. 



Work Environment 

Work environment characteristics described here are representative of those an employee 
encounters while performing essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. Noise level in the 
work environment is usually quiet. 

Please submit a COVER LETTER and expected SALARY RANGE. 

Job Type: Full-time 
Hybrid work schedule. 

The American Academy of Actuaries is an EEO Employer. 

 


