CAREERSOURCE ESCAROSA 
JOB DESCRIPTION

EXECUTIVE DIRECTOR
SALARY: $85,000 - $105,000 PER YEAR, FULL BENEFIT PACKAGE

STATEMENT OF FUNCTION

Implements the policies adopted by CareerSource Escarosa in its fulfillment of its role as the governing board for CareerSource Counties (Region 1) in accordance with State and Federal legislation and regulations and in accordance with local CareerSource policies. The Executive Director reports directly to the Chair of the Board.
 
Essential duties and responsibilities include the following. Other duties may be assigned.  

1. Conduct day to day business of the CareerSource Escarosa in implementing the policies adopted by the Regional Board.
2. Preparation of the Regional Joint Employment and Training Plan, including all modifications and notifications of changes to the Plan, with established goals, objectives and strategies to address the needs of the workforce and the business and employer communities of the region.
3. Assists the Regional Board in setting policies, goals and objectives by providing essential research and vital information for standing and ad-hoc committee and for the Board.
4. Develop procedures designed to implement policies and decisions adopted by the Board to include direct services, administrative and fiscal services and technical assistance for the Regional Board and Board staff.
5. Analyzes, interprets, and obtains needed clarification for any federal or state legislation, regulations, or policies.
6. Provide administrative support to all committees of the CareerSource Board and the Regional Board.
7. Administers the Joint Employment and Training Plan to include contracts administration for financial and non-financial agreements developed by the Regional Board, coordination of related services with other federal, state, and local organizations, and evaluation of the program, effectiveness, expenditures, and outcomes.
8. Prepare grant applications approved by the Regional Board.
9. Actively promote the missions of the Regional Board to the workforce and the business community and economic development initiatives for the Region.
10. Coordinate the activities of the Regional Board with other related policy organizations governing workforce development components such as Welfare Transition, Occupational Forecasting and Economic Development.
11. Advises the Regional Board on pertinent legislative actions, regulatory mandates and compliance directives.
12. Reports on the status, progress, outcomes, and deficiencies in the implementation of the goals, objectives, and performance standards for the Regional Board.
13. Recommends any needed corrective actions, sanctions, or other consequences for noncompliance or failure to meet the requirements for contracted services.
14. Provide for preparation of the annual budget and revisions for approval by the Regional Board to include the fiscal and administrative budget for the Board and for direct services.
15. Provide financial reports to the Regional Board necessary for the oversight, evaluation and policy making.
16. Recruits, hires, and terminates authorized CareerSource Escarosa staff positions in accordance with policies and budgets approved by the Regional Board.
17. Provide for the preparation of Annual Reports to the Governor's Office, corporate annual reports, and related documents and correspondence.
18. Preparation of the necessary documents and correspondence for approval and signature of the Chairperson.
19. Ensures compliance with Florida's Government in the Sunshine and Regional Board requirements for committee and Board meetings, minutes of all meetings and retention of records for audits and compliance reviews.
20. Ensures compliance with membership, appointment, and reporting requirements for certification of the CareerSource Board.
21. Ensures compliance with charter requirements for Region I consisting of Escambia and Santa Rosa Counties.
22. Preparation of any modification to the Articles of Incorporation or the By-laws of the Corporation as directed by the Executive Committee and the Chairperson of the Regional Board.
23. Preparation of all local agreements as directed by the Regional Board.
24. Attend necessary workshops, technical assistance training sessions and state level meetings ad budgets and resources permit.
25. Performs other related duties necessary to meet the goals and objectives of the CareerSource Board.
This job description should not be construed to imply that these requirements are the exclusive standards of the position. This position may be required to follow any other instructions, and to perform any other related duties that may be necessary.
 
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, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
 
Education and/or Experience:
 
Candidates for this position must have a combination of formal education and work experience that includes a BA, BS, or BAS and ten years work experience at the senior management level. Experience and knowledge of the local, state, and federal workforce development system is preferable. Master's degree or higher education achievement preferred.
 
Language Skills:  

· Ability to read, analyze, and interpret such as financial reports, general correspondence, procedure manuals, and governmental documents

· Ability to write reports, business correspondence, and procedure manuals

· Ability to effectively present information and respond to questions from the CareerSource Escarosa staff, CareerSource Escarosa Board, and/or general public 

Mathematical Skills:  

· Ability to apply advanced mathematical concepts to required situations

 Reasoning Ability:  

· Ability to define problems, collect data, establish facts, and draw valid conclusions

· Ability to interpret an extensive variety of technical instructions in mathematical or diagram for and deal with several abstract and concrete variables

Other Skills Required:  

· Proficient use of Microsoft Office: Outlook, Word, Excel, Power Point, and Access

· Filing and retrieval skills (both electronic and traditional files)

· Ability to operate standard office equipment including scanning for both short and long term storage

· Time management: the ability to organize and manage multiple priorities

· Strong customer orientation, both internal and external

· Excellent interpersonal and communication skills

· Strong team player

 Physical Demands: 

· The physical demands described here are representatives of those that may 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 use hands and fingers; handle or feel objects, tools, (i.e., computer, typewriter, telephone, etc.); and talk and hear. The employee frequently is required to stand; walk; sit; stoop; and kneel. The employee is occasionally required to reach with hands and arms
· The employee must frequently lift and/or move up to 10 pounds
· The employee is occasionally asked to visit sites and/or facilities outside the office requiring reliable vehicle transportation
Travel:

This position requires frequent travel throughout and beyond the two-county region.  Participation in State and National association events and CareerSource Florida Board of Directors meetings is required.
 
Work Environment: 

· The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions
· The noise level in the work environment is usually moderate
· General sign-off: The employee is expected to adhere to all company policies
Application Expectations:

To be considered for the Executive Director position, all applicants are required to submit a resume as well as answer the following supplemental questions. Please submit both via email to executivesearch@careersourceescarosa.com.  Application Deadline is September 8th, 2017 at 4:00 PM.
1. What appeals to you about this position? What aspects of your experience and background uniquely qualify you for this position?

2. What do you believe are the biggest challenges facing the workforce development system, nationally, state-wide and locally in the next three years?
3. Delineate your years and experience with managing federally funded grant programs requiring an Independent Audit.

4. Describe your experience in cultivating and building partnerships; especially regarding economic development, education and the business community; and any experience with a military population including spouses and veterans.

5. What is your previous experience with developing/implementing: Requests for Proposals; Negotiating and drafting final contracts related to the RPFs; Memorandums of Understanding

6. Tell me about your timeline and experience with a volunteer Board and how you best utilized the Board resources
7. What strategies do you use to motivate staff to achieve excellence in their work? Give an example of a major organizational improvement and how staff was involved in achieving the outcome.

8. Confirm your salary expectations are within the identified CareerSource Escarosa range.

A Level 2 background check (including fingerprinting) and drug screen will be conducted once offer of employment has been extended.  Any employment offer will be contingent upon the results of these screenings.

CareerSource Escarosa is an affirmative action/equal opportunity employer.  All qualified applicants will receive consideration for employment without regard to race, religion, color, national origin, sex, age, status as a protected veteran, among other things, or status as a qualified individual with disability.

