ELee Conlee House

JOB DESCRIPTION

JOB TITLE


Executive Director

PROGRAMS


Administration and all Agency Programs


POSITION REPORTS

DIRECTLY TO

Lee Conlee House Board of Directors

POSITIONS THAT

Program Coordinator, Administrative Assistant,

REPORT DIRECTLY
Violence Prevention Coordinator, Bookkeeper
TO THIS POSITION



POSITION IS EXEMPT FROM WAGE AND HOUR REQUIREMENTS.

NUMBER OF EMPLOYEES
18
QUALIFICATIONS

One full-time administrator responsible for the management of the domestic violence center who reports to the board of directors. Qualifications include:

· Bachelor’s degree from an accredited college or university or four years minimum experience in an administrative/management capacity
· And two years experience working in the domestic violence field. 
 Strong fund raising, income development, grant management and proven financial management skills required. Previous supervision experience working with a diverse staff and volunteers. Strong written and oral communication skills. In-depth knowledge of sexual and domestic violence. Knowledge of the criminal justice system is very helpful. Sensitivity to cultural diversity is important. Good public relation skills required.

SALARY RANGE 

 $40,000 - $48,000
JOB SUMMARY

The Executive Director is accountable for the achievement of all major organizational goals and objectives. The Executive Director is responsible for the overall administration and operation of Lee Conlee House programs which include the Emergency Shelter; Transitional Housing Program; Counseling and Outreach Services; Children’s Services; Community Education and Training; and all related support and intervention services. 

PRINCIPAL JOB DUTIES

1.
Meet program objectives and develop, direct and motivate an organization capable of providing quality services.

2.
Provide staff leadership and support to the Lee Conlee House Board of Directors.

3.
Develop and recommend annual operating and capital budgets for all programs and operate within Board approved budgets. Oversee and direct the financial operations of the agency including budget development, revenue forecasting and contract management.

4.
Provide agency funding through effective resource development, cultivating new funding sources whenever possible. Oversee the development of an overall plan for resource development including preparation of funding applications and grant proposals.

5.
Establish and maintain effective relationships with funding sources, local, state and federal government agencies, justice system and other non-profits.

6.
Promote understanding and support of the agency and its philosophy and mission.

7.
Provide leadership, training, and performance evaluations for the staff. Oversee all staff hiring and termination decisions, following policies established by the Board.

8.
Oversee training and development of staff and volunteers.

9.
Provide for responsible security and facility management at all locations (i.e., safety, maintenance, renovations, etc.)

10.
Responsible for effective public relations with the media, the criminal justice system, the corporate community and the community at large. Participate in community meetings, presentations and public events.

11.
Monitor the services of the shelter and related programs and measure their effectiveness.

12.
Direct the establishment and maintenance of a pool of volunteers to supplement the paid staff in achieving agency objectives.

13.
Assist the Board of Directors in identifying, recruiting and developing Board membership representing the community at large and our constituency.

14.
Provide for full staff/employee meetings.

15.
Responsible for special projects and reports as assigned by the Board of Directors.

PROBLEM SOLVING SKILLS

Position requires expertise in planning, organizing, directing, and controlling all functions of the agency. Position also requires the ability to identify and solve problems in a logical manner and to measure the effectiveness of programs through data collection and analysis of same. Utilize interpersonal skills to gain input and support.

INTERNAL CONTACTS

Frequent contact with staff and Board requires tact and discretion. Position requires a diplomatic individual who is an assertive and effective leader and organizer. Contact with residents, participants, and volunteers will be routine.

EXTERNAL CONTACTS

Contacts are frequent and include politicians, corporate and civic leaders, representatives from social service agencies, F.C.A.D.V. members and the community at large.

KNOWLEDGE AND SKILL

1.
Demonstrated success in resource development and fiscal management

2.
Demonstrated success in management and supervision

3.
Demonstrated written and verbal communication skills

4.
Demonstrated success in program development

5.
Awareness of battered women’s movement and empowerment-based philosophy and well-informed on issues and dynamics of sexual and domestic violence

SUBMIT APPLICATONS TO:
Submit your resume and a cover letter no later than January 20, 2012 to:

carolinetingle@sjrcc.edu
OR 

Search Committee
Lee Conlee House

PO Box 2558

Palatka, FL 32178

