Executive Director 
Purpose:  To insure that the purposes of SAFV are met, that the programs of SAFV are properly managed, and to provide effective administration for those programs.

Responsibilities:
1. Explore further alternatives for intervention and prevention in domestic violence programs as appropriate.

2. Coordinate information and services between SAFV and other programs, agencies and resources in this community and throughout the state.

3. Provide information, recommendations, and advocacy at the policy-making levels to organizations and agencies dealing with domestic violence and sexual assault.

4. Provide testimony on domestic violence issues when appropriate.

5. Act as a resource for domestic violence and sexual assault information.

6. Represent SAFV in state and local domestic violence and sexual assault networks.

7. Investigate and implement program development.

8. Pursue continued funding and fundraising in coordination with the Board of Directors.

9. Prepare all contracts, grants and reports required by the Board and funding agencies.

10. Prepare all budgets and budget modifications and control expenditures.

11. Ensure contract and grant compliance and prepare all reports necessary for compliance.

12. Monitor bookkeeping and fiscal operations including payroll records, check writing, and financial reports.

13. Act as liaison between Board and staff.  Attend all Board meetings and prepare agenda and packet.  Act as staff support for Board committees.

14. Update policy and procedures manuals and take to Board for approval.
15. Prepare job descriptions and coordinate hiring in compliance with affirmative action policies and applicable federal law.  Provide orientation for new employees.
16. Hiring and immediate supervision of the Direct Services, Outreach, Prevention, Children’s Program and Volunteer Coordinator positions.
17. Monitor staff morale, team building, and staff effectiveness.

18. Assess staff training needs and coordinate necessary training.

19. Maintain updated personnel file for each employee.  Perform regular employee evaluations.
20. Monitor building management systems and provide necessary improvements. 

21. Monitor clients systems including intake, assessments, extensions, referrals, record keeping, and data collection in conjunction with the Direct Services Coordinator.

22. Acquire skills necessary to fulfill responsibilities of direct service staff when necessary.

Qualifications:
1. A strong commitment to the empowerment of women and children.

2. Respect for and knowledge of different value systems and personal or cultural diversity.

3. Must be able to maintain confidentiality of residents, staff and volunteers.

4. Must be self-directed, disciplined, and motivated.
5. Excellent interpersonal, communication, and writing skills.

6. Must possess the ability to confront others about their behavior without disempowering them.
7. In depth knowledge of domestic violence and sexual assault.

8. Ability to work well as part of a team.
9. Must be able to conduct oneself on and off the job in a manner that will bring credit to SAFV.

10. Must pass criminal background check within one week of employment.
11. The ability to stay calm in crisis situations.

12. A commitment to consensus building with the staff and Board.
13. Experience providing services to person in crisis within residential program.

14. Experience in administration of service delivery programs including: budget and program development, contract compliance, grant writing, working with a board of directors, supervision of staff, employment laws and practices, interagency coordination, building maintenance, and advocacy at policy-making and legislative levels.
Education:  High school diploma or equivalency required.  Bachelors degree preferred or equivalent life experience.

This is a full-time contract position.  Reports directly to the Board of Directors.  It is expected that the Director will actively seek out feedback and suggestions from the staff in general on a regular basis.
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