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EASTERN IDAHO COMMUNITY ACTION PARTNERSHIP, INC.
JOB DESCRIPTION

Position Title:
Chief Executive Officer

Department:

Administration
Supervisor:

Board of Directors
Position Status:
Exempt, Full Time, Regular 
Starting Wage:


Last Reviewed:
October 2022
POSITION SUMMARY

The CEO is responsible to the Board of Directors for the administration of Eastern Idaho Community Action Partnership, Inc.  As the Chief Executive Officer, the CEO has the primary responsibility for implementing the policies established by the Board of Directors and ensuring that the agency is in compliance with all contractual obligations.
ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Responsible for the day-to-day operation of the agency in accordance with policies adopted by the Board of Directors.
2. Responsible for assuring that all programs operate in accordance with federal, state, and local laws and with the terms of the grant and/or contract.

3. Coordinates, in cooperation with the Chief Financial Officer and program directors, the development of budgets for all grants and contracts.  Monitors expenditures to assure funds are expended in an appropriate manner and that programs remain within approved budget.

4. Interprets the Agency’s purpose and the program to the community.  Establishes and maintains relationships with other agencies and organizations in the community toward meeting community needs and services.

5. Endeavors to expand community services in the Agency’s nine-county service area.  Develops new programs for the Agency and assists in the development of long-range program and financial plans for the assigned programs.

6. Serves as a staff resource for the Board of Directors.  Works with EICAP Board in developing policies and procedures for personnel, by-laws for organization and committees, travel regulations and fiscal procedures for agency.

7. Maintain good agency image and public relations in the community, working with news media and service groups advocating for the needs of low-income, handicapped, and elderly individuals as well-as those of the general public.

8. As an employee of EICAP, assume the responsibility of understanding your role in accomplishing the strategic goals and performance measures of the Agency.  

SUPERVISORY RESPONSIBLITIES

1. Responsible for the overall direction, coordination, and evaluation of the Leadership Team.

2. Carries out supervisory responsibilities in accordance with the Agency’s policies and applicable laws.

3. Provides general supervision to all staff within the agency.

4. Assume the responsibility of assuring that all employees working under your direct supervision understand their role in accomplishing the strategic goals and performance measures of the Agency.

QUALIFICATION REQUIREMENTS
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, skills, and/or abilities required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE
· Graduation from an accredited-college or university with a major in public administration, business, sociology, psychology, education, or related field of study.  
· A minimum of (10) years administrative experience in a human services agency or program may be substituted for the educational requirement.  
· Training in public relations and personnel management is preferred along with a demonstrated ability to work well with a variety of ethnic, age and social groups.  
· Must have proven administrative ability and experience in program planning, grant writing and budget control.
· Must have proven leadership ability and experience in leading, managing and motivating employees.  
· Must have knowledge of and ability to use other public and private, community, state, and federal resources.

SKILLS and ABILITIES
Language Skills:  Ability to read, analyze, and interpret general business procedures and governmental regulations.  Ability to write reports and business correspondence. Ability to communicate effectively both in oral and written form; ability to effectively present information and respond to questions from diverse groups.
Mathematical Skills:  Ability to apply basic concepts of algebra and geometry. Ability to calculate and apply figures and amounts such as fractions, percentages, and proportions to practical situations.  

Reasoning Ability:  Ability to interpret and apply commonsense understanding in order to carry out instructions furnished in written, oral, diagram, or schedule form.  Ability to solve practical problems and deal with a variety of work situations within the scope of the job.

CERTIFICATES, LICENSES, and REGISTRATIONS
· Employee must be insurable and have a valid Idaho driver’s license.
· Obtain Certified Community Action Professional (CCAP) credential within three years of employment.
OTHER SKILLS and ABILITIES
· Proficiency in the use of computer and all common office machines required.  
· Ability to work with specific computer software, including word processing and spread sheet programs. 
· Knowledge of human resource systems and the Internet are also required in order to perform this job successfully.
· The employee must also possess the ability to work at a rapid pace in a hectic environment. 
· Ability to work with low-income clients is required.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to: 
· Sit and talk or hear.  
· Use hands to handle objects, tools, or controls.  
· Occasionally required to stand, walk, and reach with hands and arms; and to stoop, kneel, or climb.

· The employee must occasionally lift and/or move up to 40 pounds. 

· Specific vision abilities required by this job include close vision and the ability to adjust focus.

Eastern Idaho Community Action Partnership is an EEO employer.

My signature below indicates that I have read this job description and understand the requirements of the position and am able to perform the essential functions of the job as outlined.

__________________________________


____________________

Employee’s Signature
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