	Logan County Family & Children First Council



	POLICY: 4020
	JOB DESCRIPTION: EXECUTIVE DIRECTOR

	
	Approved 12/15/99, 12/15/11


Reports to:
Executive/Finance Committee & Council Officers
Supervisory Responsibilities: 

· Project Director of Service Coordination
· Project Director of Prevention
· Administrative Assistant

· Volunteers & Interns

Qualifications & Prior Experience:


1. Bachelor’s Degree in Social Work or related field required
2. At least 2 years experience with supervision and administration knowledge and experience with public service systems including:  Mental Health, BDD, DJFS, Juvenile/Family Court, Children’s Services, Health District, and others
3. Excellent written and verbal communication skills
4. Must possess a valid driver’s license.

General Description:


The Executive Director is responsible to lead the Council in fulfilling its vision and mission and annual goals and objectives to improve community well-being and services provided to multi-need children and their families in Logan County through shared member planning.  Additionally, the director will supervise all Council staff, volunteers, and interns; provide oversight and administration of all funding sources associated with the Council; establish professional policies and procedures for Council efforts; and provide a link between the local Council and the state partners.

Essential Functions:


1. Provides professional leadership in planning, development, evaluation, organization and collaboration of the Logan County Family & Children First Council and broader community. This includes maintenance of the non-profit status of Council, annual financial statements, state financial audits, entering into provider service contracts, evaluating council capacity, managing personnel of Council, maintenance of Council by-laws, policies, and procedures, and engaging membership.
2. Plans and directs the Council’s programs in accordance with Federal, State and local mandates.

3. Develops office financial structure to support efforts and expenses.  Monitors revenues and expenditures to assure sound fiscal management and provides budget proposals to the Executive/Finance Committee and administrative agent for approval each year with ongoing accountability to that Committee of monthly expenditures and revenues.

4. Works with Logan County organizations to assess the needs of children and families and strategic planning of funding sources, service providers, families and the community to achieve better results for Logan County citizens.  Produces an annual progress report to the community.
5. Fostering communication, cooperation, and effective community resource utilization among local child-serving agencies in line with the annual planning process priorities.

6. Represents Logan County at local and state meetings, or on councils or boards relating to children and families.

7. Provides leadership and direction in the development of short and long-range plans for the Council and community.

8. Writing and managing grants and program proposals, as well as follow up reports on behalf of the Council.

9. Arranging for Council meetings and events, and maintaining minutes and records of those meetings.

10. Assuring the maintenance of a county service coordination mechanism that is up to date and being implemented as approved.
11. Overseeing coordination of Early Childhood Services via Project Child Committee and associated sub-committees.

12. Administration of the Help Me Grow Grant via the Ohio Department of Health, serving as Project Director and providing oversight of the Central Intake and Referral Site, including child find efforts.  This includes local all-provider coordination meetings and serving as an Early Track Administrator.  Participate in state meetings, calls, and required trainings for HMG.

13. Administration of the local Advisory Board for the Ohio Children’s Trust Fund.

14. Engages parents and community members in local planning and oversight efforts.

15. Participates, facilitates and/or provides oversight of the work of Council committees and their implementation of Council’s goals and objectives.

16. Promoting the Council’s work in the community via website, press releases, and various social media venues.

17. Ensures that all Council staff receive regular supervision, training and evaluation.

18. Other duties as determined necessary to fulfill the goals/purpose of the Council.

Knowledge, Abilities, and Skills:

1. Demonstrated ability in management, budgeting, and supervision.

2. Ability to coordinate services and develop trusting relationships with all Council member agencies; including strong communication and facilitation skills.

3. Ability to maintain records and collect data and then prepare reports that share with Council and the larger community the progress of Council initiatives.

4. Working knowledge of the resources available to families from the member agencies and their applicable rules and processes.

Terms of Employment: 


Full time/ Exempt Employee with the Logan County Educational Service Center as the Administrative Agency for Council.   

Daily work Schedule: The regular working hours for the Council Office are 8:30am to 4:30pm, including a ½ hour lunch.   

Salary Schedule:  $35,000 - $45,000 depending on experience and qualifications

Performance Evaluation: The Council Executive/Finance Committee Chair will oversee the annual evaluation with input from the Executive/Finance Committee.

This job description in no manner states or implies that these are the only duties and responsibilities to be performed by the position incumbent.  The incumbent will be required to follow the instructions and perform the duties required by the Logan County Family & Children

First Council.

____________________________________________


__________________

Council Executive/Finance Committee Chair



Date

My Signature below signifies that I have reviewed the contents of my job description and that I am aware of the requirements of my position.
____________________________________________


__________________
Employee Signature







Date
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