TITLE:


Associate Director
SALARY:


$53,000-$56,000
SUPERVISOR:

Executive Director

STATUS:


Full-time, Exempt Position

Goal Statement: To manage IowaCASA’s internal operations, state-level programming, and develop systems to improve overall agency administration.
About IowaCASA: The Iowa Coalition Against Sexual Assault is a vibrant organization working to unite people and organizations to promote a society free from sexual violence and to meet the diverse needs of survivors. IowaCASA is a progressive organization, and works towards goals that will improve the well-being of survivors in many aspects of their lives.  We support disenfranchised groups and actively work on anti-racist initiatives. IowaCASA is a small, statewide non-profit organization that provides a friendly, fast-paced work environment.  

Responsibilities and Duties:

Human Resources

· Manage agency’s state-level recruitment and hiring processes
· Work with department managers to evaluate staffing needs
· Coordinate hiring procedures and orientations for new hires with Executive Director and Finance Director
· Oversee agency’s compliance with employment law
· Supervise and support agency’s state-level staff in conjunction with Executive Director
· Oversee processes necessary for day-to-day operation of agency

· Maintain current job descriptions for each staff position and ensure clarity and consistency across positions
· Administer and maintain agency’s benefit programs
· Administer and maintain agency’s D&O insurance, legal program insurance, and liability policies
· Maintain, update, and distribute employee personnel handbook and policies
· Ensure staff has opportunities to provide feedback into policy development processes
· Serve as agency’s Acting Director in absence of Executive Director
Budget and Finances

· Monitor agency budget in conjunction with fiscal staff
· Oversee compliance and reporting in accordance with Generally Accepted Accounting Principles in conjunction with Accountant

· Ensure timely reporting to the Board of Directors and to grant managers
· Support staff by ensuring they receive timely budget updates and have information to make appropriate department decisions
Contract Compliance

· Oversee and prepare state-level grant applications in conjunction with Executive Director and Finance Director

· Submit timely and accurate reports to all grant managers, as required by contracts

· Oversee processes for tracking compliance with grants and other funding

· Maintain up-to-date contract files, ensuring that all records are maintained in accordance with the requirements of each contract
· In conjunction with staff, ensure contracts remain within budget limitations and meet outlined products, deliverables, and objectives.
Agency Planning and Evaluation

· Oversee departmental work planning processes
· Develop and oversee outcome evaluation processes for state-level agency products
· Coordinate agency planning processes as directed by the Board of Directors
Grant Writing
· Work with Executive Director to identify potential new funding sources and develop proposals
· Work with staff to identify areas of programmatic need and identify potential funding sources
Board of Directors

· In conjunction with the Executive Director, and as delegated, serve as staff contact with Board of Directors, attend Board meetings and retreats, and provide support to committees
· Coordinate timely delivery of reports and updates
Represent IowaCASA
· Attend and participate in meetings/workgroups as needed
· Share information in a timely manner
· Respond to constituent needs

Minimum Qualifications:

1. An understanding of and agreement with IowaCASA’s mission statement and philosophy regarding the elimination of sexual violence, empowerment, inclusiveness, and social change.
2. Advanced degree, or years of experience, that demonstrate senior management skills with policy design, staff management, fiscal design, evaluation design, and contract compliance.

3. Direct experience managing sexual assault services and technical assistance providers.
4. Comprehensive knowledge of nonprofit management, including organizational development, policy development, board and committee structures, personnel management, and nonprofit governance.

5. Demonstrated ability to work independently.

6. Knowledge of and experience with facilitating meetings and trainings.

Benefits:  Health, dental, life, and disability insurance are offered under a group plan. Retirement plan is available. Flexible hours, paid holidays, sick leave, and vacation.

Other requirements:  Ability to travel statewide, and occasionally nationally. Proof of valid driver's license, acceptable driving record, and auto insurance required; or ability to use alternate transportation.
IowaCASA’s continuing success depends upon the qualifications of the individuals the agency employs.  IowaCASA is an equal opportunity employer.  In accordance with state and federal law or local ordinance, the agency will ensure that the following personnel matters will be administered without regard to age, race, creed, color, sex, sexual orientation, gender identity, national origin, religion, or disability.
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