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WICAP JOB DESCRIPTION

TITLE:  Executive Director

PROGRAM:  Indirect

RESPONSIBLE TO:  WICAP Board of Directors

POSITION SUMMARY:  
Performs all job responsibilities in a safe manner. Assure WICAP Programs meets Federal, State, local, HHS Performance Standards and other contractual obligations.  Write grants and negotiate contracts.  Supervise Head Start/Deputy Director, Financial Officer, Executive Assistant, Area Coordinators, Program Managers, Human Resources Advisors, and Information Systems Manager. Provide guidance and direction to all staff and promote overall program teamwork.  Be a coach and team player.

PHYSICAL/MENTAL ABILITIES AND PROCESSES:
· Strong team leadership skills.

· Ability to focus on organizational detail while maintaining a bigger picture vision.

· Substantial decision making relevant to personnel, fiscal, and operations management.

· Significant problem solving to assure program and system congruence.

· Strong computer literacy, keyboard skills (Frequent use of Windows Microsoft Office, 

      database and spreadsheets, Internet and e-mail).

· Application of basic social service disciplines.

· Driving for meetings, presentations and site visits in outlying areas.

· Ability to determine and prioritize workload while being flexible.

· Occasional lifting in excess of 25 lbs. at a time.

QUALIFICATIONS:  

1. Bachelor’s Degree in Social Work, Business Administration or one of the related fields or at least five (5)    

years of progressively responsible experience in a Community Action or related Social Service or Public Agency; of which three (3) years must have been in an Administrative capacity. 

2. Experience working with Boards and Advisory Committees dealing with minority, low-income, and disadvantaged persons and their problems is a plus.

3. Valid Driver’s License and access to a privately owned vehicle with liability insurance for use in completing work responsibilities as needed.

4. Good verbal and written communications skills.

5. Bilingual in English and Spanish desirable, but not required.

6. No prior convictions of abuse/neglect.  Health and Welfare Background Clearance.

· Documented on-the-job WICAP education and/or experience may be used as an equivalent to some of the experience qualifications.

EMPLOYMENT CONDITIONAL UPON RESULTS OF THE FOLLOWING:
· Criminal History Registry
· Successful Drug and Alcohol Screening

RESPONSIBILITIES:
1.   Ensure safety is a priority in performing all job responsibilities.  Provide safety training at a minimum of annually and ensure the safety policy is adhered to.
2.  Plan, develop, promote, supervise and administer a comprehensive program to combat poverty within the WICAP area.
3. Provide leadership in the formulation and implementation of policy, evaluation of program effectiveness, methods and procedures.

4. Develop new and better ways of meeting human needs; thus responsible for change.
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5. Implement agency’s annual milestones and goals to meet WICAP projected priorities. 

6. Bring awareness of resources available on National, State, and Area level.

7. Develop and promote financial resources and other forms of support for on-going and planning stage programs.

8. Perform liaison with the community, State, Region, and National levels. 

9. Administer the activities of the WICAP Corporation under the general direction and control of the Board of Directors.

10. Hire and dismiss staff in conformity with the Personnel Policies and Procedures provided and authorized by the WICAP Board.

11. Be responsible for maintaining active channels of communications between himself/herself and the WICAP Board.

12. Attend all meetings of WCAP Board of Directors and be an ex-officio member of the Board and all committees.

13. Present oral reports of the monthly activities to the Board of Directors at their monthly meetings.

14. Implement and conduct training for County Advisory Committee and WICAP Board of Directors.

15. Identify socio-economic needs in the WICAP area.

16. Serve as public relations person throughout the area to explain, defend and support WICAP programs.

17. Have speaking engagements with various groups and public agencies. 

18. Supervise all Professional and Non-Professional staff and delegates responsibilities of same to Supervisory Staff.

19. Evaluate all professional staff annually.

20. Implement training for staff.

21. Assure that all WICAP programs are run in accordance with the agency’s By-Laws, and in conformity with all funding requirements.

22. Carefully review monthly financial reports on activities conducted by the WICAP agency.

23. Take care of all other routine administrative matters in a prompt and professional manner.

24. Keep open channels of communication between all Professional and Non-professional staff personnel.

25. Maintain confidentiality of program participants at all times.

26. Perform all other duties delegated to him/her by the WICAP Board of Directors.

27. Model the Respectful Workplace Policy when interacting with WICAP customers, community members and fellow staff.

28. Participate in professional development, sometimes off-site, at the request and support of supervisor.

29. Must be responsible, and able to handle confidential material, organize effectively, and work independently.

30. Assure that a positive image of WICAP is portrayed at all times.
HOURS:





SALARY RANGE:

Status – Exempt, 52 weeks per year.  

$3,920.36 - 5,591.48 per month.

Some out of town travel is required.

May include nights and weekends.

ENTRY SALARY:






New Employees start at the entry-level salary

Additional compensation for qualifying Degrees







As Per Board

The Promise of Community Action

Community Action changes peoples’ lives, embodies the spirit of hope, improves communities, and makes America a better place to live.  We care about the entire community and are dedicated to helping people help themselves and each other.
Approved 10/25/2007

