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The Lord’s Place, Inc.

Job Description

Title:
Chief Executive Officer 

Program:
Agencywide

Classification:
Full-time, exempt-executive, salaried

Supervisor:
Board of Directors

Revision Date:
12/5/14
Position Summary

The Chief Executive Officer serves as the chief executive of The Lord's Place and, in partnership with the Board, is responsible for the success of the organization.  Together, the Board and the Chief Executive Officer assure The Lord’s Place relevance to the community, the accomplishment of the mission and vision, and the accountability of the organization to all constituent groups (clients, donors, funders, volunteers).

The Board delegates the responsibility for management and day to day operations to the Chief Executive Officer and she has the authority to carry out these responsibilities in accordance with the direction and policies established by the Board.  The Chief Executive Officer provides information and support enabling the Board as it carries out its governance functions.
Essential Duties and Responsibilities

Management and Administration:

· Provides general oversight to all TLP activities to ensure an optimally functioning, efficient organization.

· In consultation with the Chief Human Resource Office, is responsible for all staffing issues, including assuring a process that recruits, selects, develops and retains quality staff.  Develops an effective management team that effectively communicates the organization’s mission and goals to all agency staff.  Ensures human resources issues are being managed according to the personnel policies and procedures that fully conform to current laws and regulations.  Promotes a positive work atmosphere for employees that promote growth and advancement.  Ensures that all personnel reviews are conducted in a fair and impartial manner.  Annually reviews salary ranges and ensures that all employees are fairly compensated according to their duties, skill level and comparable market studies.  Coordinates benefits package.  Handles all grievances and disciplinary issues including terminations.
· In consultation with the Chief Program Officer, ensures program quality and effectiveness through development and implementation of policies, procedures and regular evaluation.  Ensures that all programs meet goals to internal strategic planning and all standards set forth by government and private funders.
· Maintains a professional and safe working environment at all facilities.  Ensures that all facilities are properly maintained.
Essential Duties and Responsibilities (cont’d)

· Continually identifies and evaluates risks the organization’s constituents (clients, staff, volunteers, donors), property, goodwill, image and implements measures to mitigate and control risks.
· Ensures that the organization and Board of Directors carries adequate insurance coverage.

Policy, Planning and Governance:

· Enables Board to fulfill its governance function by keeping them fully informed on issues of importance to the organization (funding, legal matters, etc.) and all important factors influencing it (potential funding cuts, trends, etc.).
· Helps the Board monitor and evaluate The Lord's Place role and effectiveness in the community in relation to the issue of homelessness and our position within the homeless system of care.
· Assists the Board in development of a Strategic Plan for the organization.  Works with Board committees to implement goals and translate plan into achievable, measurable results.
Financial and Legal:

· Ensures filing of all legal and regulatory documents (Annual Report, Solicitation Permit).  Monitors compliance with all laws and regulations.

· Ensures filing of all financial reports and compliance with tax regulations (Audit, 990, Quarterly Tax Payments, etc.)

· In consultation with the Chief Financial Officer and all management staff, develops budget to be presented to Board for approval that will provide services in a cost effective manner while maintaining acceptable quality.

· Provides financial reports for all Board, Executive and Finance Committee meetings.

· Ensures proper oversight for all financial activities including review and approval of expenditures, review of payroll and bank statements and grant expenditures monitoring.
· Ensures that the latest tax regulations and GAAP are being followed with regard to charitable donations.

Fund Development/Marketing and Community Relations:

· Works with the Advancement Department and Advancement Committee to design, implement and monitor an effective fundraising plan.  Assists with grant writing and compliance.  Assists the Advancement Department and Board with major gift identification and solicitation.

· Works with the Advancement Department to design, implement and monitor a plan that will fully integrate the programs, advocacy issues and events and provide a consistent, reliable message to media outlets.

· Ensures that the organization and its mission, programs and services have a strong, positive image within the community.

· Initiates, develops and maintains collaborative relationships with other agencies.

· Establishes good working relationships with funders, politicians, community groups, business and other entities to help achieve the goals of the organization.

Marginal Functions

· Performs additional duties as assigned by the Board of Directors according to business needs.

Standards for Measuring Performance
Management and Administration:

· Quality staff are being recruited and maintained.  Standard of measure to consider is annual turnover rate.
· Programs are meeting goals set forth by funders.  Standards of measure include copies of reports submitted to funders and copies of monitoring reports.

· Organization and staff are being protected against risks and facilities are operating in a safe manner.  Standards of measure include copies of inspection reports and review of insurance claims.
Policy, Planning and Governance:

· Board of Directors receives adequate information to carry out its governance role.  Standard of measure would be review of board packets and interim communication.

· Assisting Board with strategic planning.  Standard of measure includes a review of progress of strategic planning goals with regards to Chief Executive Officer’s role.

Financial and Legal:

· Ensures all legal and financial paperwork is completed.  Standard of measure to include a checklist and date of completion.

· Preparation of annual budget and monthly financial reports.  Standard of measure includes review of those documents.

· Oversight over all financial activities and compliance with GAAP.  Standard of measure to include the report of the auditor.
Fund Development/Marketing/Community Relations:

· Development and implement fund development plan in collaboration with Development Director and Development Committee in fundraising.  Standard of measure to include review of plan and results achieved.

· Maintenance of collaborative relationships within the community.  Standard of measure is a list of collaborative relationships.
Minimal Education, Certification, Training, Critical Skills and/or Experience

· Requires College Degree (Federal and County require degreed executive).
· Minimum of 10 years supervisory experience.
· Fundraising experience required, CFRE designation preferred.
· Excellent verbal and written communication skills.
· Knowledge of leadership and management principles.

· Knowledge of human resource management, employment standards and laws.

· Knowledge of financial management, GAAP, current legislation.

Minimal Education, Certification, Training, Critical Skills and/or Experience (cont’d)

· Knowledge of federal grants, OMB 113 & 114.

· Knowledge of current community challenges and opportunities relating to homelessness and housing.

Special Requirements and Physical Demands

· May require safely lifting up to 15 lbs.

· Position requires travel to local meetings and between program sites.  Requires maintaining a valid Florida state drivers’ license with a satisfactory driving record and eligibility for coverage under any applicable Company insurance.

Non-discrimination and ADA Statement

The Lord’s Place does not discriminate against residents or employees on the basis of race, color, religion, gender, sexual orientation, national origin, age, disability, marital status, familial status or any other characteristic protected by Federal, State and local law.  A non-discrimination clause concerning employment opportunity is incorporated in the Employee Policy and Procedure Manual.  The Lord's Place will make reasonable accommodations in compliance with the Americans with Disabilities Act of 1990.

This job description may not be all-inclusive and employees are expected to perform all other duties as assigned and directed by management.  Job descriptions will be reviewed periodically as duties and responsibilities change with business necessity.  Essential and marginal job functions are subject to modification.

I have read and understand the job responsibilities, standards and requirements for this position.

Employee Signature
Date

Supervisor’s Signature
Date
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