Westcott Community Center Executive Director Job Description

Summary:  

The Executive Director is the chief executive of the Westcott Community Center (WCC).  The Director is responsible for the management of the operations and resources of the WCC.

Responsibilities: 

1. The Director leads the day to day operations of the Center under the policies determined by the Board.  The Director oversees the operations of all programs, committees and grants of the Center.  Grant writing and reporting is primary to the position.
2. The Director is responsible for generating funds for the Center through revenue generating programming, government contracts, private foundation grants, membership and donations.

3. The Director recommends and oversees implementation of policies, programs, and plans, including technological advancements consistent with the strategic plans and sound fiscal management of the Center. The Director is responsible for ensuring the Board and its Officers are kept fully informed of the conditions and operations of the Center to enable Board members to carry out their fiduciary responsibilities. 

4. The Director is responsible for the fiscal integrity and sound financial management of the Center.  The Director shall employ best practices in overseeing the development and management of appropriate budgetary controls and procedures, including annual audits with the assistance and guidance of the Board.  The Director works with neighborhood organizations.
5. The Director develops and maintains positive relations with local, state and federal government agencies, membership and sponsors to promote the best interests of the WCC.

6. The Director shall use best practices to hire, supervise, evaluate and manage all staff within the adopted budget and policies of the Center.  In doing so, the Director should foster a workplace environment that promotes positive employee relations and focuses on outstanding performance.  The Director is also responsible for recruiting and supervising volunteer staff to further the goals of the WCC.

7. The Director is responsible for the communication plan of the Center to foster effective media relations to support the Center’s objectives.  The Director assists in public policy development, and actively promotes the benefits of the Center to the community.   The Director fosters effective media relations.

Reporting Relationships:

The Director reports and is responsible to the Board of Directors of the Westcott Community Center.  The Director is reviewed annually. 

