Executive Director             Salary Range   $70,000 - $100,000    
Reports to: Board of Directors 
Overview of Position: Provides overall leadership, direction and administration of the programs and services provided by the organization.  Represents the agency at Board meetings and serves as an authorized representative for Coalition in all matters.  Carries out policies set by the Board and communicates appropriate Board information to staff.

Responsibilities:
  Personnel

1. Recruit and select qualified staff to fill positions in agency; discipline or terminate staff when necessary.

2. Direct and supervise staff and assure supervision of volunteers.

3. Ensure supervision of all student placements.

4. Establish and assure confidentiality and maintenance of personnel files.

5. Schedule, approve and coordinate Paid Time Off (PTO)

6. Conduct performance appraisals at least annually.

7. Administer insurance and retirement benefits.

8. Ensure adequate training of staff and volunteers through materials and guidelines.

9. Provide for in-service training for staff.

  Administration

1. Direct and supervise daily operations of coalition.

2. Organize and direct the administrative functions of the organization, establish formal means of accountability for staff, designate individuals by position or name who are, in order of succession, authorized to act during any period of Executive Director’s absence from agency.

3. Ensure implementation of policies adopted by the Board of Directors.

4. Ensure that the appropriate decision-making procedures exist in the agency.

5. Adhere to all established policies and procedures.

 Fiscal Management

1. Develop annual operating budget for the coalition and submit to the Finance Committee and/or Board of Directors for approval.
2. Review and approve all expenditures.

3. Monitor, manage and evaluate the fiscal performance of the coalition to assure compliance with policies and approved budget.

4. Monitor accounting control procedures.

5. Prepare for audit and provide adequate information and answer questions required by the auditor.

Planning

1. Participate in Strategic Planning for Coalition with the LCADV Board. 
2. Oversee and ensure that projects are administered in compliance with local, state and federal standards.

3. React to regulatory mandates affecting LCADV.

4. Evaluate LCADV projects and recommend revision, growth or deletion as appropriate.

5. Provide specialized training to medical, systems and law enforcement staff.

6. Monitor insurance and liability issues.

Programming

1. Develop projects of service to member programs.

2. Oversee and ensure that LCADV projects are administered in compliance with local, state and federal standards.

3. React to regulatory mandates affecting LCADV projects.

Fund Development

1. Write and manage grants.

2. Work closely with Board of Directors, committees and staff members responsible for Board approved fund-raising plans. 

3. Assist with facilitation of plan components as necessary.

4. Write proposals, attend in-person solicitations and participate in special fund-raising events as appropriate.
5. Establish and maintain such national/state relationships as might be beneficial to the coalition.

Public/Community Relations

1. Serve as primary spokesperson and liaison for coalition to other agencies, organizations and individuals for the continued growth and clarification of the LCADV mission, purpose and programs.

2. Oversee comprehensive agency publicity effort, including:

1. development, approval and distribution of printed materials;

2. public speaking engagements;
3. radio, television and newspaper interviews;

4. in-service training sessions for other agencies; 

5. special events;

6. relationships with funders, key agencies and key donors.
Qualifications:

1. Working knowledge of domestic violence and the social/feminist theory.
2. Adhere to LCADV philosophy, principles of unity and purpose. 
3. Demonstrated understanding of “isms” in our society and how these are the root causes of domestic violence. 
4. Knowledge of social change/social justice work and a commitment to be involved in this type work.

5. Knowledge of state/federal legislative system

6. Ability to work with people of diverse backgrounds.

7. Bachelor degree and a minimum of 5 years experience or 10 years experience in the DV field. 
8. Minimum of 2 years supervisory experience 
9. Demonstrated project development and completion skills.

10. Ability to set priorities, analyze and resolve problems, and make timely decisions

11. Understanding of the role of state domestic violence coalitions and domestic violence programs in the intervention and prevention of domestic violence. 

12. Excellent written and oral skills.

13. Ability to communicate effectively, both orally and in writing, with Board of Directors, peers, subordinates, regulatory bodies, law enforcement and legal agencies, outside organization, and the general public

14. Ability to maintain confidentiality in all matters

15. Ability to function effectively in stressful and/or crisis situations

16. Demonstrated ability to work independently with limited supervision.

17. Commitment to work hours as needed to complete assigned responsibilities.

18. Demonstrated team-building, limit-setting, problem-solving, creative/analytical thinking and organizational skills.

19. Demonstrated ability to manage time, evaluate progress, and to adjust tasks/activities to complete work within established time frames.

20. Demonstrated computer literacy skills in a minimum of Microsoft Word and Excel, accounting software internet and email.

21. Access to reliable transportation and the commitment to travel in and out of state as needed/required.
22. Commitment to receive training and professional development skills. 

23. Ability to prepare, interpret and manage financial statements and budgets. 
24. Strong organizational skills

25. Valid Driver’s License

26. Acceptable Background Check
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