ST. PAUL’S CENTER, INC.
JOB DESCRIPTION
TITLE:
Executive Director

RESPONSIBLE TO:
Board of Directors

SUPERVISES:
Associate Exec. Director, Development staff, Administrative Services Manager
STATUS:
Exempt from NYS Department of Labor Minimum Wage Act

BASIC FUNCTIONS:  This 40-hour a week position is responsible for overall administration and supervision of St. Paul’s Center, Inc. in accordance with the mission, policies and procedures established by the Board of Directors.  The Executive Director is the organization’s public face, representing its values and goals to the community and helping to meet the needs of those experiencing homelessness.
GENERAL RESPONSIBILITIES: 
· Assist the board in developing a strategic long-range plan and adhering to annual goals and objectives for the organization, including recommending timelines and resources needed to achieve the strategic goals.
· Oversee the daily operations of the St. Paul’s Center programs.

· Develop and implement mission-based programs and services.

· Assure that the organization and its mission, programs, products and services are consistently presented in a strong and positive image to relevant stakeholders.
· Plan, develop, coordinate, implement and monitor policies and management systems in consultation with the Board of Directors to ensure efficient management.

· Conduct evaluation of the organization’s programs, management, procedures and systems on a regular basis with consultation of the Board.
· Provide programmatic guidance and oversight that ensures compliance with contractual and regulatory requirements.
· Maintain a climate which attracts, keeps and motivates top quality people, both professional and volunteer. 
FISCAL MANAGEMENT AND ADMINISTRATION: 
· Under the direction of the Board, ensure the financial viability of the organization.
· Prepare and recommend the annual budget for board approval and manage the organization’s resources within those budget guidelines.
· Plan, implement and monitor long-range financial planning process through strengthening the organization’s funding base.
· Oversee operations of business administration functions including accounting and office services.
· Provide reports on the organization’s finances to the Audit & Finance Committee and the full Board of Directors.
· Ensure compliance with all required accounting, auditing and financial practices to current laws & regulations.
· Assist the Board and outside auditor in conducting an annual audit.
RESOURCE DEVELOPMENT & COMMUNICATIONS:

· Obtain and administer private and public grants in compliance with contract deliverables and stipulations.
· Coordinate and implement the organization’s fundraising strategies with the Board by overseeing the Resource Development Plan, including identifying funding sources, submitting proposals and administering fundraising records and documentation.
· Develop and execute earned revenue, entrepreneurial and restricted resource development strategies that will enhance the organization’s viability and satisfy its financial obligations.
· Oversee the development of community and public relations strategies.
· Cultivate positive relations with funders and donors that are consistent with the mission and future of the organization.
COMMUNITY RELATIONS/ADVOCACY:

· Serve as the organization’s spokesperson.
· Ensure representation on and participation in community groups and endeavors which promote the organization’s mission.
· Advocate for appropriate resources for vulnerable populations within local communities.
· Provide a voice for vulnerable people while serving on community planning bodies.
PERSONNEL MANAGEMENT:
· Oversee the hiring of staff in accordance with the organization’s Personnel Policies; strengthen the ability to attract and retain stable, highly skilled staff. 
· Oversee personnel training which provides the human resources necessary to achieve the organization’s mission.
· Oversee orientation, supervision, evaluation and training of all organization staff.
· Ensure that all staff are treated in a manner consistent with the organization’s Policies and Procedures Manuals.
· Provide regular supervision and evaluation of direct reports.
BOARD OF DIRECTORS:
· Develop, maintain and support a strong Board of Directors; serve ex-officio on each Committee, seek and build Board involvement with strategic direction for ongoing operations.
· Monitor Board and Committee activities and attend or assign key staff to attend all Committee meetings.
· Advise and consult with the Board and Committee Chairs on meeting agendas.
· Ensure proper implementation of all Board directives, policies and procedures.
· Serve as liaison between Board and staff.
· Inform, advise and consult with the Board, Officers and Committees on organizational, nonprofit sector and community issues of concern.
REQUIRED SKILLS:  
· A master’s degree or equivalent experience (6+ years) in social work, human services, business, management or related field. 
· At least five years of nonprofit management experience.
· Experience in supervising both clinical and support personnel.
· Experience in sustaining organizational fiscal stability and growth.
· Resource and fund development skills.
· Ability to work with government and community leaders in a collaborative manner.
· Knowledge of accounting and CRM software programs.
· Solid leadership skills that promote team building and a corporate culture of inclusivity and encourage professional development.
· Strong program analysis and implementation skills.
· Excellent verbal and written communication skills.
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