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PURPOSE

	
General job description emphasizes the chief executive’s authority in managing staff and operations.

	
1.0 POLICY
	
Nature of Position
Serves as the organization’s chief executive officer. Reports directly to the board and is ultimately responsible for the operation of all programs, the management of all fiscal resources, the supervision of all staff, and the provision of quality services to the community.

Relationship to Other Administrative Staff
Directly supervises the activities of the staff (list of positions as determined by the board’s approved table of organization). The board’s legal counsel and consultants also report directly to the chief executive. Final approval for employment, promotion, or termination of XYZ staff is the responsibility of the chief executive within the guidelines/policies set by the board.

Position Duties
· Plans, develops, and supervises programs.
· Evaluates program improvements and recommends policy to the board.
· Undertakes and oversees all employment actions for XYZ staff within guidelines/policies set by the board.
· Serves as the primary organization planner, setting goals and objectives and developing projections of needs and funding. 
· Seeks funding and/or resources from a broad range of sources.
· Develops and maintains records and reports on programs and services provided by the organization.
· Formulates budgets and maintains an accounting system that meets all federal, state, and local compliance standards.
· Prepares and submits regular budget and expenditure reports to the board.
· Establishes and maintains a personnel records system.
· Acts as primary liaison with various governmental entities and community organizations.
· Serves as the chief spokesperson for XYZ and is responsible for all public relations.
· Performs other duties as directed by the XYZ board.
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