First 5 Sierra
Children and Families Commission

Executive Director


Job Description
POSITION SUMMARY: Under direction of the First 5 Sierra Children and Families Commission (herein referred to as First 5 Sierra or the Commission), the Executive Director provides administrative, program, and evaluation support to the Commission in its mission to effectively invest in early child development,
family strengthening services, and systems change efforts for children from prenatal through age five and their families. The Executive Director must have a strong foundation in managerial and technical skills that can be flexibly adapted to meet the needs of diverse stakeholders, coupled with an unwavering commitment to strengthening the systems that serve children aged 0-5 and their families.
PRIMARY RESPONSIBILITIES: The duties outlined below are considered the most significant responsibilities of the Executive Director, essential to effective performance in the position.
1. Support the Commission and its planning efforts. 
2. Assist with policy development and implement policies adopted by the Commission. 
3. Serve as the primary point of contact for the community and the Commission. 
4. Frame decisions and get them ready to be implemented. Conduct and/or manage all operational activities. 
5. Develop an annual budget. 
6. Market the Commission and its leadership role within the community. 
7. Recruit and manage staff and contractors. 
ADDITIONAL RESPONSIBILITIES: The duties outlined below are also expected to be carried out by the Executive Director. Although not deemed as significant as the primary responsibilities, these additional duties are important for the effective operation of the Commission.
· Adhere to all First 5 Sierra’s policies and procedures. All staff are expected to adhere to organizational policies and procedures. As with the previous item, the Executive Director not only must adhere to policies and procedures themselves but also must ensure compliance by all other staff and the Commission as a whole.
· Assist with the development and continual improvement of First 5 Sierra’s internal infrastructure. As an extremely small organization, First 5 Sierra relies on all staff to be flexible and willing to help out with all tasks necessary to support the infrastructure of the Commission
and its daily operations.
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QUALIFICATIONS AND DESIRED ATTRIBUTES:
Possession of a Master's degree in public administration, business administration, social science, health science, early childhood development, or a closely related field, AND one year of responsible supervisory or staff support experience in a social service agency, preferably involving the provision of services to children and families.
OR
Possession of a Bachelor’s degree in the field of social work, psychology, early childhood development, health sciences, public administration, business, or a closely related field, AND five years of responsible supervisory or staff support experience in a social service agency, preferably involving the provision of services to children and families.
Other attributes that are required to be successful as the Executive Director are:
· Excellent verbal and written communication skills, including excellent listening skills and the ability to clearly articulate vision and strategy.
· Ability to build and sustain effective interpersonal relationships with staff and Commissioners and within the human services and early care and education community.
· At least a moderate level of computer proficiency, and preferably highly computer literate, with an emphasis on knowledge of Microsoft Windows, common spreadsheet software, word processing (Microsoft Word preferred), and database management systems.  Expertise with case management, grant administration, public accounting, or other systems commonly used in human services is very desirable but not required.
· Excellent attention to detail, with a “do what it takes” attitude to delivering high quality
administrative support and following through on all commitments.
· A professional yet accessible demeanor that encourages people to communicate openly while also instilling confidence in others that the Commission is comprised of capable, caring, high integrity people.
· Strong problem-solving skills with an open-minded, flexible approach that enables multiple (and sometime unconventional) options to be considered.
· Strong organization skills, particularly in the area of public administration.


POSITION PARAMETERS: The Executive Director is a full-time salaried position, serving in an at-will employment environment.
· Reports to:	Full Commission, with regular direction provided by Commission Chair.
· Salary:	$5,500 - $7,150 per month. This position has no benefits structure. Salary will be negotiated based on qualifications and experience.
· Location:	Loyalton
· Standard Work Hours: It is expected that the Executive Director will hold regular office hours and be available to the public and stakeholders.
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