Executive Director – Sample A (2011)


GENERAL RESPONSIBILITIES 

The Executive Director (ED) is responsible for keeping the corporation’s operations financially viable as well as consistent with its mission, its strategic and operational plans, laws and regulations affecting the corporation, and generally accepted principles of professional and business ethics.  The ED serves as the Chief Executive Officer of [CHC], is appointed to the position by the Board of Directors, and is accountable to the Board of Directors via the Executive Committee of the Board.  The Board fully delegates staffing and operational responsibilities to the ED who, in turn, may delegate portions of such responsibilities to others on the staff.  The ED is responsible for keeping the Board fully apprised of issues and opportunities of policy significance and for generally helping to develop a knowledgeable and informed Board. 

ESSENTIAL DUTIES

1) Business Operations & Management
 Lead the vision and mission of [CHC]
 Strategic planning
 Annual operational planning

 Develop business/program offerings

 Effective delegation of business operations
 Ongoing progress assessment and appropriate intervention
 Position [CHC] to changing industry/trends


2) Leadership

 Oversee the management staff to include acquisition of talent, expectations, development, and performance management

 Oversee human resources to ensure appropriate practices, policies, and leadership are maintained and are in compliance to legal requirements
 Demonstrate by example organizational values of [CHC] (i.e., quality, patient service, teamwork, integrity)
 Promote quality performance.

3) Resource Development & Management

 Maintain fiscal accountability and remain financially viable

 Develop and implement annual budgets

 Maintain and nurture current sources of funding

 Develop new and expanded sources of funding

 Promote contributions to [CHC] from diverse sources

 Promote full compliance with generally accepted principles of accounting

 Conduct annual audit
 Assure routine monitoring of overall corporate performance on clinical, administrative, and financial indicators of quantity and quality
4) Board Liaison

 Participation in and arrangements for board meetings

 Inform board of all relevant information

 Assist with recruitment and retention of board members and with staffing board committees
 Provide board training


5) Community & Related Networks Liaison

 Stay abreast of community affairs and industry-related legislative issues
 Participate in community networks

 Handle public relations issues or requests

 Participate in state, regional, and national networks of related interest groups

 Monitor community needs

SUPERVISION AND EVALUATION

Supervised and evaluated by the Executive Committee of the Board of Directors


DIRECTLY SUPERVISES THE FOLLOWING POSITIONS
1. Chief Financial Officer (and Assistant Executive Director)

2. Medical Director
3. Dental Director

4. Behavioral Health and SANE Solutions Director

5. Clinic Operations Manager
6. Human Resources Manager

7. IT Systems Administrator

8. Development Officer/Farmworker Outreach Manager
9. Health Care for the Homeless Program Manager

10. Administrative Secretary   

MINIMUM QUALIFICATIONS
Combination of education, training, and experience that demonstrates competence in the following areas:

1. Experience or background in the healthcare industry, including solid understanding of healthcare delivery systems

2. Bachelor’s degree in a relevant field

3. Ten years management experience

4. Proven leadership skills, including ability to effectively influence, motivate, and lead a team

5. Strong communication skills, including verbal, written, listening, and presenting

6. Ability to assess, analyze, problem solve, and resolve conflict

7. Adaptability to change and ability to lead/guide others through change

8. Ability to plan strategically as well as cascade objectives tactically throughout [CHC]
9. Solid understanding of business, budgets, financial statements, and impacts of financial decisions

10. Ability to effectively and professionally handle public relations situations

11. Knowledge in subject matters related to the duties of the job and mission of [CHC]
PREFERRED QUALIFICATIONS
1. Master’s degree in relevant field.

2. Prior not-for-profit executive director experience.

3. Bilingual in English and Spanish.

