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POLICY

NAME:



EXECUTIVE DIRECTOR
DEPARTMENT:

JOB DESCRIPTIONS

EFFECTIVE DATE:

MAY 13, 1993

The Executive Director is responsible for the financial and administrative oversight of the agency.  This includes providing direction for all aspects of human resource management, program development and service delivery, and financial reporting.  The Executive Director is responsible to guide the work of the agency, in accordance with the policies, plans, procedures and programs approved by the Board, and to anticipate and plan for future growth while maintaining current services and initiatives.

· This position is hired and supervised by the FCSS/RCHHS Board of Directors and is their sole employee. The Executive Director’s performance shall be reviewed annually by the FCSS/RCHHS Board of Directors and as part of this review he/she will be held accountable for the quality performance of the Agency.  The salary of the Executive Director will be determined by the person’s qualifications and past experience.  It will be reviewed annually by the Rimbey FCSS/RCHHS Board of Directors.
Qualifications:

A diploma or degree in non-profit business management is an asset. Leadership, communications, interpersonal behaviour related to organizational performance. Social psychology and solution focused problem solving.  Need to be knowledgeable in Non – profit, charity laws and human resources management.
· Demonstrates knowledge of social policy issues, and the human services field.
· Demonstrates knowledge of community development practices, and program design.
· Significant experience in human services at a senior management level.
· Demonstrates ability to write annual program and financial reports.
· Demonstrates ability to develop and manage a budget of over $1,000,000.
· Strong public relations skills including public speaking and media relations.
· Practical understanding of board governance and sound non-profit management. 

· Demonstrates ability to work, liaise and collaborate with Board, staff, funders, stakeholders and community.
· Must produce all required documentation (e.g.  Current Criminal record check, valid driver’s licence, vehicle and appropriate insurance, etc.)

Well organized, responsible, enthusiastic, creative, flexible, adaptable, passion for the work, ability to multitask and work various hours as required, highly motivated, visionary.  Possess strong interpersonal communication skills and be team oriented – to encourage and enable staff to strive for and maintain excellence.  Proficient in use of computers with knowledge of Microsoft Office programs, as well as an advocate for staff and community members.

Duties and Responsibilities:
· Responsible for the planning and overall supervision of all staff and volunteers.

· To participate as a liaison person with the Community.

· To participate in Community committees and special events.     

· To receive referrals from all sources in the community.

· To assess the needs of all persons referred and determine eligibility for programs.

· To assign, supervise, and co-ordinate the utilization of the part-time and full-time staff and volunteers.

· To set hours and days of work for agency.

· To make appropriate referrals to other community agencies.

· To submit monthly client, staff, and financial reports to the Society of the Rimbey Community Home Help Support Services.

· To plan for and determine the community needs for programs.

· Responsible to provide ongoing in-service education for staff and volunteers.

· Responsible for the supervision of bookkeeping and payroll pertaining to the Rimbey Community Home Help Service, by maintaining up-to-date records.

· Assist the Society in preparing the annual budget.

· Actively participate in agency Succession Planning.

· Monitor annual budget, staff expenditures and monthly financial reports.

· Ensure an agenda for monthly board meetings is developed and provide material to Board Members for upcoming board meetings one week in advance of meeting.
· Attend board meetings and other agency or professional meetings as necessary.

· Liaise with and consult to Board committees.

· Complete or delegates reports to the Province & other funders (i.e. Town of Rimbey, County of Ponoka, Alberta Health Services) as required.

· Ensure that annual or required financial reports are completed and submitted on time.

· Provide signing authority along with designated Board Director(s).

· Responsible for strategic and business planning for the agency.
· Determine along with the Board, any opportunities for external agency grant funding on an annual basis and according to available resources

· Develop and monitor process for external grant funding requests

· Research, develop and initiate operating policies and procedures for FCSS

· Oversee the development of fundraising initiatives and authorize all grant applications

· Oversee the support outcome measurement and evaluation for agency programs with outcome statements and indicators

· Ensure materials are current for and staff are aware of the agency’s role in Disaster Social Services for the municipality

· Ensure the agency has appropriate policies, procedures and strategic and organizational plans in place to maintain accreditation standards for service, quality improvement, safety and risk management
· Analyse external stakeholder inquiries and concerns 

· Respond promptly and appropriately to concerns, inquiries and requests of community members and external stakeholders

· Maintain a high level of understanding and awareness of community development trends and through ongoing assessment and appraisal

· Develop strong key partnerships and collaborative linkages with local and provincial government, community agencies and local groups

· Work closely with the Board of Directors to determine the philosophical direction for all functions of the agency.

· Maintain high level of awareness of FCSS core services and FCSS services delivery

· Provide leadership, admin support and board representation to groups, committees or agencies as required or requested by the board. (i.e. Ponoka/Rimbey Adult Learning)

· Maintain active participation in the appropriate provincial Home Care and Professional organizations (i.e. FCSS Directors Network, to promote the interests of the Rimbey FCSS)

· Identify and build on community assets that support the strategic direction of the Rimbey FCSS

· Ensure a clear awareness of the importance of preventative social services at the local (MLA) and federal (MP) government levels.

· Actively model ethical leadership and accountability including transparency of action and behaviour

· Actively model strong commitment to the purposes of the agency

· Encourage and enable staff to maintain excellence in service delivery

· Oversee all human resources functions of the Agency

· Develop and review all position descriptions and authorize and assign staff to conduct specific duties

· Oversee development and approval of all contracts

· Ensure an annual performance review for all staff members, volunteers and representatives of the agency is completed.

· Participate in the Executive Director’s annual performance review with the Board of Directors.
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