 Ladies Union Benevolent Association
Position Description

Title:  Noyes Home Program Director
Immediate Supervisor:  Executive Director

FLSA Position Classification:  Exempt
Educational Requirements:

This position requires a minimum of a masters’ degree from an accredited college or university in social work, counseling, psychology, or other related field. 
License Requirements:

· Class E Drivers License (REQUIRED)
Experience Requirements:

Preference will be given to those who possess a minimum of 2 years supervisory experience in a non-profit, social service setting.  
Possess management and leadership capabilities.

Present with a high degree of initiative with the ability to work within a team or autonomously.  

Possess strong verbal and written communication skills.

Be proficient in Microsoft Office, Word, and Excel.  

Possess ability to manage multiple projects at once with attention to detail.

Possess ability to work effectively with and around staff, children, and volunteers.

Possess ability to secure and maintain confidential information.

General Requirements:

1. The applicant must be at least 21 years of age.

2. The applicant must be free from felony conviction or misdemeanor involving moral turpitude and must not receive a conviction of such while an active employee.

3. The applicant must not have been named as the perpetrator in any substantiated abuse or neglect complaint.

4. The applicant must be free from the use of controlled substances and demonstrate such by submitting to a pre-hire drug screen and periodic random drug screens while employed.

5. The applicant must be able to speak, write, and read English to the extent necessary to perform the essential functions of the position.;

6. The applicant must be employable in the U.S. and provide verification of identify prior to hire.  
Essential Functions of the Position:

The person who occupies the position of Program Director must possess the appropriate knowledge, skills, and abilities to perform the following essential functions of this position.
1. Assists Executive Director with ensuring records, programming, and staffing patterns remain in compliance with regulatory agencies for licensure. 

2. Provides oversight of case managers (Family Service Coordinators) and direct care staff.  

3. Responsible for the hiring, training, scheduling, and supervision of case managers (Family Service Coordinators) and direct care staff.  Ensures that proper child-to-staff ratios are maintained.
4. Facilitates and provides oversight of weekly therapeutic and educational groups for residents for both Noyes Home and Meadowview Residential Program.

5. Facilitates monthly staff trainings and weekly staff meetings.
6. Utilizes positive discipline and strength-based intervention through application of Conscious Discipline.  Models appropriate self-regulation and coaches others on utilization of the “safe spot”. 

7. Provides crisis and behavioral intervention to residents, assisting them with de-escalating and communicating their needs while also assisting and coordinating additional screening services, if necessary. 

8. Provides oversight and makes recommendations for needed supplies for residents and staff. 
9. Reviews all pre-placements and recommended discharges from program with both staff and Executive Director.  

10. Works collaboratively with case managers (Family Service Coordinators) to create strengths based treatment plans for residents and families. 

11. Acts as liaison and/or advocate with other community based service providers and staff at the St. Joseph School District, (i.e., Title I McKinney-Vento, tutors, etc). 
12. Provides consultation and/or response to the facility as a member of the on-call support team.
13. Addresses staff, resident, and/or family concerns as needed in consultation with the Executive Director.

14. Acts in direct support of the Executive Director in areas of program development and planning.

15. Schedules and coordinates special events with community agencies and service providers.

16. Responsible for the recruitment, training, scheduling, and supervision of volunteers and host families.

17. Solicits donations of funding, event tickets, special event supplies, etc., from community organizations, agencies, and individuals.

18. Assists Executive Director and other Leadership with annual budget development.  Provides consistent monitoring of budget allocations, expenditures, and other related financial activities to ensure allocations are accurate, expenses are within budget limits, and/or fiscal procedures are followed.

19. Participates in staff, Leadership, and Board meetings to convey and/or gather information required to perform essential functions of the position. 

20. Other duties as assigned or approved by the Executive Director. 
Physical Requirement/Working Conditions for Position

The person who occupies the position of Program Director must be able to, with reasonable accommodation, perform the essential functions of this position.  During the performance of the essential functions of this position, the person will encounter the following conditions associated with the normal duties of this position.

Administrative tasks requiring the use of the following equipment:

· Telephone

· Computer

· Adding machine, calculator

· Facsimile machine/Copier/Scanner
· Paper shredder

· Automobile, essential for performance of duties
General working conditions:

· Indoor office conditions, generally
· Seated office work

· Standing while facilitating trainings or meetings.  
· Occasional moderate lifting as necessary during events and/or other functions as necessary.

· Use of stairs

· Ability to use map or electronic resources to learn travel directions.
· Some extra business engagements, evening or weekend.

Not all possible working conditions associated with this position are listed here.  The person performing the duties associated with the Program Director may, on occasion, encounter other working conditions that are not specifically listed here.  

Work Schedule for the Position:  
The individual selected to serve in the position of Program Director will be assigned a normal shift cycle.  However, as this is a leadership level position, this individual is expected to make changes to their schedule in order to facilitate special events as well as planned or unplanned orientations, trainings, crisis, admissions, visitors, tours, meetings (both internal and in community), etc.  Due to the unique nature of this facility, this individual may be required to work hours that are outside of their normally designated hours including early mornings, evenings, and/or weekends.  
Acknowledgement

I acknowledge receipt of this description.  I understand that the specific duties association with my position may be modified to meet the changing needs of the program.  The Execution Director will notify me if there are changes in the tasks associates with my position.

I understanding that this position description in no way constitutes a contract for employment and my employment remains at will.  My employment may be terminated any time by either myself or the Ladies Union Benevolent Association with or without cause.
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