Proactive Living Center (Facility)
Jakes Farm in the Dell

1005 Autism Lane, Ronan, MT 59864

www.proactivelivingfacility.org
Position:

Executive Director
Status:

Salary
Salary Range:
$40,000-60,000 annually (dependent upon utilization of housing available)
Report To:
Board of Directors and Farm in the Dell Consultant/Mentor 
Supervises:
All operations, staff and participants 
The Executive Director role requires a passionate leader dedicated to advocating for individuals with Autism, always placing their best interests as the highest priority. The successful candidate will bring extensive experience in program development and organizational leadership, with a proven ability to build and grow services from the ground up. This position demands strong expertise in navigating government regulations and licensing requirements, as well as the vision and confidence to establish and uphold high operational standards that align with organizational goals.
Lead and manage the non-profit organization to achieve qualifications as a licensed group home provider, ensuring full compliance with all state requirements and regulations.

· Follow the state-provided checklist rigorously to become a qualified provider so participants with autism can effectively utilize their cost plans.

· Ensure the organization meets all standards and regulations necessary to maintain licensure for a home and community-based group-home. 
· Implement and maintain a successful operational system, including policy development, human resources management, and staff supervision.
· Develop and implement on-boarding of residential participant; such as; guiding families through the application process and verification of information giving. 
· Develop comprehensive procedures to guide staff and organizational operations.

· Recruit, hire, train, and supervise support staff to deliver high-quality care and services.

· Design and oversee the program for participants and staff, including:

· Creation and management of individualized participant plans, documentation, and progress tracking

· Menu planning, nutritional oversight, and purchasing coordination

· Staffing recruitment, training, and scheduling

· Development and enforcement of detailed daily assignment plans and documentation for staff

· Manage facility upkeep, including maintenance and lawn care.

· Establish and coordinate a volunteer program to support organizational goals.

· Develop and maintain human resources processes, including personnel files management, handling claims, and addressing complaints.

· Develop and monitor the annual budget, identifying fundraising needs and targets.

· Lead fundraising efforts as required to ensure program sustainability.

· Prepare and present financial reports, Executive Director’s updates, and action items for monthly board meetings.

· Collaborate closely with your assigned consultant to address complex issues and ensure smooth progress.

· Perform additional duties as assigned by the Board of Directors.

Education:
Bachelor’s degree in Human Resources or a minimum of five years of relevant experience in a similar field.

Technical Skills:
Proficiency with office equipment and computer applications essential for organizational management and communication.
