
Children’s Advocacy Center of Jackson County
                    Job Description


Position Title:	Executive Director
Reports To:	Children’s Advocacy Center of Jackson County Board of Directors


Position Description:
The Executive Director is employed by and responsible to the Board of Directors, to carry out the purpose, policies and programs of the Children’s Advocacy Center of Jackson County. This position is responsible for the overall administration and management of the CAC of Jackson County, including all programs, fundraising activities, and general operations.  Areas of responsibility include general administration, financial management, personnel management, program development and evaluation, assistance with development of policies and procedures, and public and community relations.

Position Duties and Responsibilities:
General Administration
•	Administration of the CAC of Jackson County and its activities, according to established policies
•	Make recommendations to the Board with regard to policy changes
•	Submit to the Board a monthly report of CAC activities
•	Perform such other duties incidental to the Executive Director position as are requested by the
Board of Directors
· Oversee the facilitation of a multi-disciplinary child abuse review team
· Oversee regional center responsibilities
Financial Management
•	Assist with the preparation of the CAC budget
•	Assist Board Finance Committee with the financial operations for CAC
•	In conjunction with the Board of Directors, is responsible for developing financial resources
Personnel
•	Hire, terminate, supervise and direct CAC staff in the performance of their duties and conduct regular performance evaluations
•	Carry out personnel polices as established by the Board of Directors
Program Development and Evaluation
•		Work with the Board of Directors to develop specific, written, short and long range plans for the development of CAC programs and services
•	Work with the Board of Directors to pursue specific standards needed to achieve and maintain
NCA accreditation
•	Stay abreast of current local, state and national issues important to the development of effective programs and services
· Oversee grant applications and reporting of grants, and fundraising efforts.
Public and Community Relations
•	Supply information to the community regarding the mission and activities of CAC
•	Maintain positive and appropriate relations with other professional and social services groups in the community
•	Serve as the professional representative of CAC

Knowledge, Skills, and Abilities:
•  	Bachelor’s Degree or a minimum of five years experience in social service or related field, plus two years administrative experience.  
•  	Experience managing a nonprofit agency is helpful, with preference given to candidates who have experience managing a nonprofit.   
•  	Management and excellent organization skills are necessary to conduct financial, personnel, and administrative duties. 
• 	 Considerable knowledge of community resources and services available to children and families is required.  
•  	Excellent written and verbal communication skills are necessary.  Computer skills are essential for this position.  Experience in grant writing and fund raising is desirable. 
•  	Demonstrated life experiences which show strong empathy for children, in particular abused children, with a desire to improve their quality of life and to become knowledgeable about the effective treatment of child abuse, is necessary. 
•  	Knowledge of fundraising and public relations.  
•  	Knowledge of pertinent laws and regulations.  
•  	Must be self-motivated and able to work without direct supervision and possess the ability to establish and maintain favorable working relationships with the Board of Directors, Advisory Council, community groups, associates, staff, and general public.  
•  	Must pass a nationwide criminal history, child abuse registry background check, as well as initial and random drug screenings.


This position is a full time exempt, salaried position. Salary depends on education and related experience.

The Children’s Advocacy Center of Jackson County, a 501c3 nonprofit corporation, is an Equal Employment Opportunity Employer and does not discriminate on the basis of age, race, gender, nationality, religion, and orientation.

To apply for this position, send a cover letter, resume, and a list of references to: 
	Charlie Baggett
	President of the Board of Directors
	Children's Advocacy Center
	816 West 10th Street
	Medford, OR  97501

For more information, visit www.cacjc.org or call (541) 734-5437.
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