Executive Director Job Description with duties
Crime Victim Services, Allen & Putnam Counties, Ohio
Mission Statement: To help victims prevail over the trauma of their victimization by assisting & advocating for safety, healing, justice, & restitution
Position Description:  To implement the Mission of Crime Victim Services, Inc.  The major responsibilities are to assure Access to services, to provide needed services with a sustainable organizational Structure, to assure a sensitive Process of services, and to attain Outcomes that improve victim's lives.  Goals are to be attained with a collaborative spirit and integrity, recognizing that the quality, reputation, and strategic guidance of the organization are delegated to the Executive Director.  Responsibilities include assuring:
A)   SEQ CHAPTER \h \r 1Access – victims know about, can find, & are able to use services
1. Provide Public Visibility and a Positive Agency Reputation
a. Public Service Announcements (radio, T.V., business ads)

b. Poster & brochure displays, cell phone boxes, signage, game banners
c. Media coverage - events, editorials, interviews, photos, donations, & articles

d. Public speaking – in all parts of counties, voters, places of worship, clubs, neighborhoods
e. Newsletter conveys professionalism, expertise & availability, and operations integrity

2. Assure Victim Friendly and Accessible Services
a. Priority of security and confidentiality

b. Assure available 24 Hour Crisis Lines
c. Domestic Violence crisis counseling, scene response, & shelter

d. Rape Crisis counseling & hospital response
e. Exterior appearance (sidewalk, weeds, trash, flowers, lawn, snow)
f. Phone answering (not busy, not FAX, nice voice, voice mail)

g. Collaboration agreements, referral processes, cross training

h. Participate on Committees, Needs Assessments, etc.

i. Limited English Proficiency, Spanish translation

j. 24 Hour Web site information and contacts

k. Open hours and staffing levels to keep open, signage for when closed

l. Toll-free phone number available

m. Parking, handicap accessible (TTY, bathroom, & building)

B)  Structure – provide needed services, expert staff, & well-managed organization
1. Create and Maintain Needed Range of Assistance for Victims
a. Needs Assessment every 5 years (victims, public, agencies, staff, & board)

b. Services Specific for Different Victims

-  Sexual Assault, Domestic Violence, Homicide, Violent , Property

c. Services Specific to Victims in Different Levels of Prosecution

-  Felony, Misdemeanor, Juvenile, Unsolved, Unreported
d. Collaborations which Enhance Quantity, Quality, Access, & Process of Services
i. Sexual Assault & Domestic Violence Task Forces / CART Team

ii. Hospitals & Sexual Assault Nurse Examiners

iii. Legal Aid, interpreters, counseling, etc.
iv. Family Justice Center, United Way agencies, social service network
2. Assure Competent and Productive staff  
a. Training, leadership opportunities, research, Task Forces, career development 
b. Praise, communication, co-worker issues, good benefits & work loads, equipment
c. Firm and kind direction, supervision, and enforcement of policies & procedures
3. Administer Budget, Financials, Grant writing & implementation, Fund Raising, & Reporting

a. Prepare annual budget, monthly profit / loss statements, historical & future trends

b. Grant searches, writing, and implementation
c. Fund raising, reserves, and Endowment Funds development

d. Audit, Insurance, check & balance systems (petty cash, mail), monitor expenses 

4. Manage Board & Agency Relationships, Policies & Procedures, & Data Management 

a. Board agenda, tasks, development, & recognition; committee assistance (full, accurate, & timely)
b. Agency and Personnel Manuals updated, agency policies,  procedures, & assessments
c. Data management for victims, statistical, outcome, & grant data (full, accurate & timely)
C)  Process – respectful treatment of victims while in services
1. Maintain Priority of Safety for Victims and Staff
2. Assure Victim Sensitive Services

a. Supportive, culturally & trauma sensitive, individualized, crime to recovery, etc.
b. Provide Timely and Accurate Case Information to Victims

c. Single advocate per victim, co-worker back-up, referrals & collaborations used
D)  Outcomes – quality services that result in positive changes for victims
1. Assure services improve outcomes of safety, healing, justice, and restitution
a. Safety – Shelter, Protection Orders (civil & criminal), new locks, etc.

b. Healing - Crisis Counseling, family support, medical issues, support group, etc.

c. Justice - Court Advocacy, time & accurate hearing notices, witness, etc.

d. Restitution – Compensation, offender payment, CVS emergency fund, referrals

2. Seek Rights and Fair Treatment for Victims
a. Local justice officials & issues, state & federal legislation, compliance efforts

b. Training of justice officials, Task Force leadership, trust building

3. Provide compassionate and expert direct victim services

E)  Efficiency, Quality, Ethics, & Positive Leadership – serves with integrity
1. Assure Efficient Use of Resources
2. Maintain High Standards of Quality and Ethics in Services and Management
3. Provide Positive & Mission Focused Leadership with a Vision for the Future
Qualifications
Masters Degree in Social Work, Management, or related field preferred.  Experience in administration and supervision required.  Grant writing, management, and fund raising experience preferred.  Requires ability to plan, organize, implement and follow-through on projects, as well as knowledge and understanding of the justice process.   Must be able to perform essential responsibilities with or without reasonable accommodations.  Drivers license, vehicle, and ability to use vehicle for work use required.  This description is a general statement about this job and not to be considered a detailed assignment.  The employee will also perform other reasonable related duties as assigned by the Board of Directors.

I understand the above job requirements and, at this time, I know of no limitations that would prevent me from performing these functions with or without accommodation.

I understand that I must inform the Board at any time that I am unable to perform these duties.

I understand that this job description will be a basis for evaluating my performance. 

_________________________________________               _____________________

                   Signature
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Crime Victim Services of Allen & Putnam Counties, Ohio
Executive Director Performance Management Form
	Director Name:



	Evaluation Date ____ / ____ / ____
	Board Members on Evaluation Committee:


	Last Evaluation Date ____ / ____ / ____                                                   
	Director Start Date____ /____ / ___   Board Evaluation Approval ____ / ____ / ___  


Reason for Evaluation:
	___Annual  ___End of Probation ___Unsatisfactory Performance   Other:__________________________________________


Definition of Performance Ratings:
	5 - Outstanding.  Performance is exceptional in all areas.
4 - Very Good.  Results clearly exceed position requirements.  Performance is high quality and consistent.
3 - Good.  Competent and dependable level of performance.  Meets performance standards of the job. 
2 - Improvement Needed. Performance is deficient in certain areas.  Improvement is necessary. 
1 - Unsatisfactory.  Results are generally unacceptable and require immediate improvement.


Performance Categories
	1. Access to services:  ____total
A. ____  Represents the agency in a positive and professional manner (agency reputation)
B. ____ Actively promotes the agency to the public (agency visibility)

C. ____ Maintains available and welcoming offices & crisis lines (victim friendly)
D. ____ Seeks to offer services to challenged populations (availability of services)

Comments and Goals:





	1. Structure of services and organization:  ____total

A. ____  Responds to victim needs with systems and services (needed range of services)
B. ____ Assures competent and productive staff (staffing)
C. ____ Completes year within budget and uses good judgment in financial decisions (fiscal management)
D. ____ Successfully finds, writes, and implements grants and conducts fundraising (funding)
E. ____ Keeps Board informed of agency progress and makes sound recommendations (Board relations)
F. ____ Assures good agency data management with checks and balances for money, stats, & files (data)
Comments and Goals:





	3.  Process of treating victims:  ____total
A. ____  Assures safe and confidential offices (safe offices)
B. ____ Assures cultural sensitivity training for staff and victim grievance process (sensitive services)
C. ____ Assures understandable, timely, and accurate correspondence (information)
Comments and Goals:
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	4. Outcome of services in changing lives:  ____total
A. ____  Assures services improve outcomes of safety, healing, justice, and restitution (outcomes)
B. ____  Seeks victim rights and fair treatment for individual victims and all victims (rights)
C. ____  Provides direct services with compassion and outcome expertise (service quality)
D. ____  Commitment to learning, developing, and using outcomes and administrative skills (development)

Comments and Goals:





	5. Efficiency, Quality, Ethics, & Positive Leadership: ____total

A. ____ Assures efficient use of resources
B. ____ Maintains high standards of quality and ethics in services and management
C. ____ Provides Mission focused positive leadership and a vision for the future
Comments and Goals:





	 Executive Director Comments and Goals:






Final Rating:
	Total score from all categories =  _____


                Comment Sheet Attached
_____ Yes
_____ No

Executive Director Signature and date




Board President Signature and date
page 2 of 2
