Illinois Coalition Against Domestic Violence
Job Description

Job Title:  CHIEF OPERATIONS OFFICER 
Classification:  EXEMPT 
Supervisor:  EXECUTIVE DIRECTOR


Work Performed/Position Responsibilities:
· Develop a variety of difficult materials, including contracts, reports, proposals, statistical and technical charts, agendas, minutes, instructions and general correspondence.
· Oversee preparation, distribution, and maintenance of funding proposals and contracts for pass through dollars.
· Assist Executive Director in preparing and submitting grant applications and budgets.
· Assist Executive Director in monitoring compliance with funding agreements, preparing reports for funders and maintaining contract files.
· Staff Services Committee of ICADV Board and other Committees as needed.
· Maintain website and other online media.
· Act as ICADV representative to other organizations concerned with domestic violence issues, as determined by the Executive Director.
· Manage ICADV information systems including local area network and telecommunication systems.
· Provide technical assistance on data collection, contracts and other topics, as needed, to domestic violence programs.
· Supervise the Director of Contracts and Director of Economic Empowerment.
· Oversee daily operations in the absence of the Executive Director.
· Maintain corporation files in accordance within fiscal policies.
· Perform other duties as necessary or assigned by the Executive Director.

Knowledge Requirements:
· Comprehensive understanding of domestic violence.
· Knowledge of the Illinois Coalition Against Domestic Violence or similar nonprofit organization.
· Working knowledge of common not for profit organization operations and budgeting.

Skills Requirements:  
· Excellent oral and written communication skills which demonstrates a commitment to professionalism.
· Excellent organizational skills.
· High degree of initiative, follow through and attention to detail essential.
· Ability to understand and interpret complex rules and regulations.
· Ability to manage multiple projects simultaneously.
· Appropriate conflict resolution methods which lead to positive solutions.
· Comprehensive knowledge in a variety of software applications including but not limited to word processing, Microsoft Excel spreadsheets, Microsoft Access databases, Adobe Acrobat and web editing software such as Adobe Dreamweaver.
· Basic understanding of local area networks software and hardware configuration and operation; skills in administrative functions for those networks, preferably Microsoft Small Business servers, including skills in administration of Exchange server functions.  
· Basic understanding of other Adobe applications such as Adobe Photoshop and InDesign beneficial. 
· Excellent critical thinking skills.  



Physical Requirements:
· Occasional lifting of light boxes may be requested.
· Ability to drive oneself or secure reliable transportation to reach all areas of Illinois.
· Ability to manipulate configuration of standard computer and other audio-visual equipment.
· Ability to regularly work off site as needed.

Special Demands:
· Must be willing to relocate to Springfield, Illinois.
· Willingness and ability to travel with occasional overnight stays.
· Must be able to secure reliable transportation, including driver’s license and proof of insurance if necessary when travel is required.
· Ability to work in fast-paced, non-smoking, feminist-centered environment.
· Ability to work cooperatively with a variety of people as well as independently with minimal supervision.

Sources:
· The Chief Operations Officer takes direction from, reports to, and is evaluated by the Executive Director.  

Accountability:
· The Chief Operations Officer is responsible for the management of day to day ICADV operations in the absence of the Executive Director.
· The Chief Operations Officer is responsible for the supervision of several staff.  
· The Chief Operations Officer, in conjunction with Executive Director, is responsible for ensuring grant compliance for a budget totaling over $4.5 million. 
· The Chief Operations Officer is responsible for the supervision and evaluation of the Director of Contracts, Director of Training and Public Education and Director of Economic Empowerment.

ICADV is an equal opportunity employer. 
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