Chief Operations Officer AKA

 Coalition Coordinator/DFC Program Director (Levy County)
Qualifications:

· Two-Year Degree and/or Bachelor’s Degree and two years of related work experience preferred

· Program management and supervisory experience preferred
· Experience in public speaking 
· Knowledge of community networking

· Resident of Levy County, FL preferred

· Job-related experience and/or special training may be considered in lieu of the educational requirement
· Excellent facilitation skills, coaching, supporting and developing staff and collaborative partners.

Position Specific job functions and competencies:

1.  Professional Demeanor

· Responds to the needs of the public in a service friendly manner 

· Sets and applies standards that result in a productive team environment with Coalition members
· Develops and maintains networking relationships with other professionals and members of the community who can provide Coalition resources  

· Represents Coalition in a variety of public forums

2.  Knowledge of Job

· Orients, supervises and facilitates the training of all staff and new Coalition members 

· Coordinates volunteer training, supervision and accountability

· Provides oversight for day to day operation of Coalition

· Works with interagency workgroups to solve problems, find new ways of integrating services and promote institutional change 
· Establishes and promotes community participation in prevention activities, leadership, ownership and decision making
· Provides leadership in community-based groups concerned about substance abuse 
· Implements and applies program rules and structure

· Complies with CDS agency personnel policies

· Coordinates with Coalition Chairperson and CDS Human Resources regarding personnel matters

· Participates and monitors the proper and systematic completion of  any data collection required
· Seeks additional resources to develop and support the Coalitions growth and sustainability
· Manages the Coalition Budget in cooperation with the CDS Fiscal Department
· Produces and documents all match required

3.  Delegation

· Delegates appropriate tasks to the administrative assistant
· Delegates appropriate tasks to the Coordinator of Community Based Projects

· Assists Coalition committees maximize their potential 

4.  Initiative

· Works to promote collaborations and leadership in the community by engaging community members, business leaders and agencies in the development of unified goals, objectives and strategies.
· Provides leadership in program and service development activities

· Participates in the coordination of services for all prevention related activities

· Seeks out and engages in activities that assists in accomplishing Coalition goals                

5.  Supervising and Motivating

· Ensures that staff comply with job description, training and contractual requirements

· Provides daily supervision and oversight of all staff activities
· Makes recommendations to Coalition Chairperson regarding the hiring and retention of staff

· Recognizes staff achievements and provides and participates in evaluations, improvement plans and corrective actions as necessary

· Ensures compliance with CDS personnel policies

 6.  Communication

· Maintains an effective communication with participating agencies, other community groups and referral sources 
· Prepares and delivers written and oral reports to the funding sources, collaborators and community groups.
· Provides speaking engagements to promote Coalition involvement

· Maintains routine communications with work groups and committees
· Communicates in a manner that results in the best program management possible

· Communicates up the chain of command about current and potential issues of concern in a timely manner

  7.  Decision Making

· Responds to situations in a manner that is fair and reduces conflict

· Makes decisions that are consistent with CDS & Coalition policy and practice 
· Trouble shoots issues and problems

· Seeks consultation and assistance as needed and appropriate 

  8.  Planning, Organizing and Quality of Work

· Participates in all Coalition related planning activities 

· Provides leadership in program and service development activities
· Ensures that project activities are conducted on schedule

· Performs administrative responsibilities including staff support for Coalition meetings, contract coordination and accountability, staff supervision and development of training and other resources for staff and collaborative partners.

· Works collaboratively with all participating agencies and community collaborations to develop and maintain subcontracts, written memoranda of understanding, protocols and all necessary information for planning resource coordination for prevention activities
· Ensures that data and information needed by CDS departments and staff is 

received in a timely manner                                      
Organizational work expectations:

1. Have a working knowledge of and comply with appropriate laws, rules, administrative policies and procedures related to the Coalition and CDS,

2. Coordinate activities with the Coalition Chairperson and keep him/her updated on trends and changes.

3. Ensure that work performance is in accordance with Coalition and CDS policies and procedures.

4. Provide appropriate documentation of activities.

5. Initiate and maintain all paperwork in compliance with appropriate rules and regulations.

6. Participate in the management information system.

7. Maintain open communication and positive working relationships with agency personnel, volunteers, interns, community partners, and the general public.
8. Participate in maintaining the facilities owned and/or operated by CDS.

9. Abide by and promote safety practices that reduce the risk of injury and/or property damage and facilitate the well being of coalition members, guests, staff and the general public.

10. Have a working knowledge of and comply with CDS policies and procedures regarding event reporting: Unusual Event Reports, Office of the Inspector General (DJJ) reports, and Child Abuse Reporting.

11. Have a working knowledge of an comply with appropriate CDS personnel policies and rules for ethical conduct as outlines by the National Association of Social Workers, and all applicable policies and procedures.

12. Report any potential, suspected or actual workplace violence in accordance with the policy described in the Employee Handbook.

13. Report any suspected or incidents of discrimination or harassment of CDS participants, staff, volunteer, partners, or visitors in accordance with the policy described in the Employee Handbook.

14. Perform other job-related duties as may be requested.
 Essential Functions:   

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· the ability to come to work (attendance)

· the ability to get to work on time (punctuality)

· the ability to get along with co-workers

· the ability to work on a team

· the ability to work as directed

· the ability to work under stress

· the ability to cooperate

· the ability to self-motivate to do tasks as needed

· the ability to meet deadlines

· the ability to work flexible hours when needed 

· the ability to document legibly

· the ability to perform safety/emergency functions

· the ability to reason and utilize mathematic skills to properly carry out instruction and to perform duties involving money, statistics & reporting

· the ability to use phone and email

· the ability to use computer keyboard and mouse

· the ability to apply common sense understanding in prioritizing tasks

· the ability to carry out instructions furnished in oral and/or written form.

· the ability to work effectively with the public

· the ability to utilize sound judgment

· the ability to problem solve

· While performing the duties of this job, the employee is regularly required to stand, sit, and walk; use hands to manipulate, handle, operate objects, tools, or controls; reach with hands and arms; stoop, kneel, or crouch.  The employee frequently is required to talk and hear.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 

Requirements:

· Have reliable transportation available, carry adequate auto insurance and possess a valid Florida driver's license
· Flexible scheduling
· Ability to maintain an “on-call” status

· Clear background record check and Drug Free Workplace screening
· Comply with training requirements for your position

By signing below, I agree and understand that I must be able to perform each responsibility set forth above to continue my employment with the organization.

_____________________________________



___________________________

Employee Signature






Date

_____________________________________



__________________________

Coalition Chairperson Signature





Date
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