President 


SAGE Community Resources

CLASS SPECIFICATION

Sage Community Resources is a 501 c 3 organization that serves as a regional facilitator of senior, economic development and planning services for a 10 county region of southwest Idaho.  Sage serves as a convener, coordinator and catalyst for community development by providing access to funding and expertise to meet community objectives.

PRESIDENT
Pay Grade:

13

FLSA Designation:
Exempt



Effective Date:  August 2010
General Statement of Duties

Provides executive leadership to the Agency, implementing the programs defined by the Agency Board of Directors; performs related work as required.  

Classification Summary

The primary function of this employee is to provide executive leadership to the Agency, carrying out the strategic plan, implementing the programs, and achieving the goals defined by the Agency Board of Directors. This employee exercises oversight and is responsible for all Agency functions, programs, personnel and processes. Additionally, this employee represents the Agency to the community and is responsible for marketing and fundraising functions. The duties require significant independent judgment, discretion and initiative. The work is performed under the supervision of the Agency Board of Director, directly responsible to the Board Chair.  The principal duties of this class are performed in an office and field environment.

Examples of Work  (Illustrative Only)
Essential Duties and Responsibilities

· Performs executive leadership and oversight duties to carry out the strategic plan, implement the programs, and achieve the goals as defined by the Agency Board of Directors;
· Assists the Board of Directors in shaping the Agency’s strategic plan, defining the Agency’s mission and purpose, implementing the programs necessary for achievement, and evaluating the outcome;
· Coordinates Board and Executive Committee meetings and agendas;
· Assists in recruiting board members;
· Supervises all financial, personnel, planning, program, fund raising and operational functions of the Agency;
· Represents the Agency to the community, including elected and appointed officials, business and community groups, the news media, clients and stakeholders, government and other agencies, and other interested and affected groups;
· Performs marketing, public and community relations, fundraising, informational, and educational functions;
· Oversees program development, implementation, and administration;
· Serves as the Agency Director of Personnel
· Prepares, implements, and administers the annual budget;
· Performs research and analysis functions;
· Prepares oral and written reports, information, performance records, needs and assessments, and related information;
· Performs all duties and activities in compliance with agency policies, procedures, and safety practices.   
Other Duties and Responsibilities

· Administers the agency’s leases and real estate contracts;

· Provides information technology, computer, and related systems management; 

· Performs other related duties as required. 

Knowledge, Skills and Abilities

Knowledge of:

· Methods, procedures, objectives, and standard practices of community and economic development, with emphasis on small business and individual entrepreneurship functions;

· Methods, procedures, objectives, and standard practices of job training and business and human resource development;

· Methods, procedures, objectives, and standard practices of public administration, program management, marketing, and community education;

· Time and resource management;

· Record keeping and program and financial documentation practices and procedures;

· Supervisory skills, evaluation, and training methods;

· Municipal budgeting preparation and administration;

· Operation of a personal computer and software applications for word processing, spreadsheets, financial management and budgeting functions, graphic presentations, database management, and related business procedures;

Ability to:

· Provide leadership, organize the financial and staffing resources, articulate the goals, and build momentum to achieve the Agency’s stated goals;

· Follow written and oral instructions and observe agency policies and procedures;

· Develop, implement, and administer agency programs and projects, objectives, policies and procedures, and processes to achieve stated goals;

· Provide and organize resources, including funding and staffing, to implement and operate programs;

· Perform marketing, fundraising, public and community relations, education, and informational duties;

· Prepare and present oral and written reports, records, performance and financial documents, audits, and related information;

· Perform time management and scheduling functions, meet deadlines, and set project priorities;

· Perform multiple tasks simultaneously, including handling interruptions, and return to and complete tasks in a timely manner;

· Operate standard office equipment including a personal computer using program applications appropriate to assigned duties;

· Communicate effectively and establish and maintain working relationships with the Agency Board of Directors, the public, stakeholders, staff, and other employees;

· Maintain office, program, and individual confidentiality;

· Operate a motor vehicle. 

Recommended Experience and Training

· High school diploma or GED equivalency and bachelors degree from an accredited institution of higher education, in planning, public administration, economics, business administration, or a related field is required and a masters degree is preferred;

· Five (5) to eight (8) years experience in planning, community or economic development, public or business administration, or a related field is required; or 

· Any equivalent combination of experience and training which provides the knowledge and abilities necessary to perform the work.   

Special Qualifications 
· Valid state Driver’s License.
Essential Physical Abilities

· Sufficient clarity of hearing, with or without reasonable accommodation, which permits the employee to discern verbal instructions, use a telephone, and communicate with other employees and the public;

· Sufficient visual acuity, with or without reasonable accommodation, which permits the employee to comprehend written work instructions and comprehend and prepare written and financial documents and text forms;

· Sufficient manual dexterity, with or without reasonable accommodation, which permits the employee to operate standard office equipment and to make adjustments to equipment;

· Sufficient body mobility, flexibility and balance, with or without reasonable accommodations, which permits the employee to work in an office and field environment.
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