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Job Title:




Executive Director-NC

Supervisor (title): 
 
Executive Vice President/COO

Exempt/Non-exempt: 
Exempt

Department: 



Program Services
Prepared by/Date:  Jim Morgan 06/30/2008
Approved by/Date:  John Burns 06/30/2008
Summary (A brief description that summarizes the overall purpose and objectives of the position, the results the worker is expected to accomplish and the degree of freedom to act.):

Reporting to the Executive Vice President/COO, the Executive Director is primarily responsible for the identification, development and administration of major service delivery programs in the Raleigh hub region including, but not limited to, foster care, residential, counseling, and veterans services.   The incumbent is also responsible for development of applicable program policies, establishment of objectives, service planning, interpretation and technical assistance to the overall statewide operation of these programs. The Executive Director is responsible for the development and maintenance of positive partnerships with key NC state agencies, churches and social organizations and for establishing a strategic plan to manage current operations as well as future growth, development and financial needs in the region. The incumbent will work closely with the Refugee Resettlement Program and disaster relief efforts. 
Essential Functions (List the tasks, duties, and responsibilities of the position that are most important to get the job done.  The responsibilities should be listed in the order of importance, with the highest priority functions first.)
1. Direct and serve as primary contact with state agencies and other organizations in the identification, development and implementation of agency programs, initiatives and projects through contracts, grants and other agreements to serve NC needs. 35% 

2. Maintain monthly contact with key agencies and organizations. Maintain and develop relationships with local clergy and current/potential donors to increase awareness of LFS programs and efforts across the region. 30%
3. Efficiently and effectively manage and oversee the day to day operations for the Raleigh region LFS operations to include fiscal (budget) management and general operations for foster care, residential services, counseling services and veteran’s services. 20%

4. Manage the development of policies and procedures for assigned programs, which are in compliance with federal, state and COA requirements. 5%
5. Prepares correspondence, reports, etc. as required or requested. Works on special projects and assignments as required. 5%

6. As requested, serve as a local NC agency contact for public and media relations for program areas.  Represents the agency externally as required. 5%

Supervisory Responsibilities, if any (The scope of the person’s authority, including the positions that report to the incumbent.): 

Directly supervise, Foster Care, Supportive Housing, Residential Services, ACTT,  Veterans Services, Counseling Services and Office Manager. 
Indirectly supervise:  Development/Church Relations, and RRIS.  
Working Conditions (please complete the information listed below):

(   Usual office conditions

( Usual office conditions with occasional exposure to some undesirable elements*

( Frequent exposure to undesirable elements*

*List the undesirable elements with the percent of the work day exposed to the elements.

1. ____NONE________________________________________________________
_______%
2. _______________________________________________________________
_______%

3. _______________________________________________________________
_______%

Physical Effort (please complete the information listed below):

The job duties require lifting or moving moderate to heavy materials as a regular part of the job.  
(
No

( Yes*

*List the activity requiring physical effort, the weight or effort required (in pounds) and the percent of the work day spent in actual, hand-on movement of weight:  Little to none.
Activity













Weight of Materials
% of day

1. ____________________________________________

________________
________

2. ____________________________________________

________________
________
Minimum Job Requirements:

Education: Prefer a master’s degree in social services, management/administration, business administration or public administration.   
Experience: At least six years of social work experience and high-level management in social services or public services.   
Specific skills/abilities: High degree of independence with limited supervision and requires sound judgment and discretion. Ability to communicate effectively both orally and in writing.  Ability to speak and make presentations at community meetings and events. Ability to interpret and apply rules and regulations, manage work and provide guidance to employees.
Specialized knowledge, licenses, etc:  Knowledge of federal and state laws and policies related to service provision.  Knowledge of sound management principles.  
Success Factors (Personal characteristics that contribute to an individual’s ability to excel on the job):  
The ability to form positive relationships/connections and effectively communicate with key people in the local communities and across the state. Strong, out-going positive type personality.

Strong moral and ethical commitment to social service programs.
Ability to motivate and lead staff and community organizations and to build a positive organizational culture.

Possess a quality leadership and management philosophy.

This job description is not an employment contract.  Lutheran Family Services in the Carolinas reserves the right to alter the job description at any time without notice.

[image: image1.png]