Duplin County Partnership for Children 

Job Description

Job Title:

Executive Director

Reports To:

Board of Directors

FLSA Status: 
Exempt

Position Purpose:  Accountable to the Board of Directors, the Executive Director provides professional leadership of local partnership activities through effective strategic planning and collaboration within the community to address the needs of children, provide financial oversight of all funding, and to provide supervision to all staff.  The Executive Director works at the direction of the Board to achieve the mission and goals of Smart Start, while ensuring compliance with all applicable regulations and policies.

Essential Duties And Responsibilities:
· Effectively lead and manage all programmatic, financial and personnel functions, ensuring the Partnership’s compliance with NCPC and local policies, all contract requirements, and all governmental regulations.

· Effectively plan, develop and maintain the partnership budget, within established guidelines, ensuring efficient utility of all staff, services, supplies and equipment.  

· Direct the efficient allocation and utilization of funding to ensure maximum outcomes for children.

· Assist the Board of Directors in setting goals and developing the strategic plan.

· Build consensus and develop collaboration among diverse groups.

· Relate to people in a manner as to win confidence, support and understanding in the purposes, programs and goals of the organization.

· Exercise initiative and sound judgment in decision-making and delegation of responsibilities.

· Effectively communicate through the development of reports, correspondence and presentations to the service community, government agencies, the media, professional organizations, local businesses and similar groups.

· Professionally represent the organization in a number of diverse settings, including active participation in industry and/or community associations and events.

· Monitor and evaluate service providers to meet required outcomes.

· Manage multiple grants and ensure compliance with each funder’s requirements.

· Prioritize and manage multiple tasks requiring extensive follow-up and timely completion of all projects.

· Develop professional knowledge by participating in educational opportunities, reading professional publications, maintaining personal networks and participating in professional organizations.

Supervision:  Responsible for supervision of all staff in the organization, either through direct supervision or through subordinate supervisors.  Responsibilities include effective hiring and training of employees, planning, assigning and directing work, appraising work, counseling in a motivating manner, initiating disciplinary actions as needed, and addressing complaints and resolving problems.  
Job Requirements:

Education and Experience:

Bachelor’s Degree in a Health or Human Services field, Early Childhood Education, Business or Public Administration.  Master’s Degree preferred.  Minimum of three years professional business experience, preferably in the management of a non-profit human services organization, including a minimum of two years supervisory experience with responsibility of staff performance reviews.  Experience in financial administration required. Non-profit Board experience preferred.  Fundraising and/or grant writing experience preferred.
Other Knowledge, Skills and Abilities:
· Visionary leader who “sees the big picture” and inspires others toward the Smart Start vision.
· Knowledge of the principles and techniques of grant administration and /or fundraising.
· Knowledge of contract elements, terms, conditions, and negotiation.
· General knowledge of effective financial and business management practices.
· Basic knowledge of regulations governing nonprofits, payroll and employee benefits.
· Extensive knowledge of community child and family services, regulations, and emerging issues.
· Ability to provide vision and leadership for a complex organization.
· Excellent problem solving and team building skills.
· Comfortable working under deadline pressure.
· Ability to build consensus and develop collaboration among diverse groups
· Ability to work with people from different cultures, ethnic backgrounds and religious affiliations
· Ability to work in/learn Word, Excel, Web Access Database, email, and the internet.
· Ability to operate an automobile and posses a valid driver’s license.

Language Skills:   

Ability to read, analyze, and interpret professional journals, financial reports, legal documents, technical procedures or government regulations.  Ability to read and write reports, business correspondence and procedure manuals..  Ability to effectively respond to questions from the Board, staff, media and members of the community.  Ability to effectively present information to the Board, committees and to the public. 
Physical Requirements:

· Must be able to perform basic life operational skills of sitting, fingering, grasping, talking, and hearing.

· Must be able to perform sedentary work; and to occasionally move objects up to 25 pounds.

· Must possess the visual acuity to operate a computer terminal and to read and write extensively.

Work Environment
· Individual in this position must be able to travel in the community up to 25% of the time and will be required to work evenings and weekends, and have occasional overnight travel.
Approved 


