Job Description

Progress Center for Independent Living

Program Director

Essential Functions Include:

1. Reports to the Executive Director.

2. Communicates progress and activities of direct service staff to the Executive Director.

3. Supervises service team coordinators, and works with direct service staff to assist in the development and implementation of programs and services.

4. Responsible for managing all documentation required by funding agencies as it relates to the provision of direct services.

5. Assists the Executive Director with the recruitment and interviewing of direct service staff.

6. Establishes and implements orientation and training program for new staff, volunteers, students.

7. Assists the Executive Director in the development and ongoing implementation of policies and procedures.

8. Coordinates volunteer recruitment and utilization.

9. Serves as a liaison with Community Groups and Human Service agencies as appropriate.

10. Serves as a Resource person for direct service staff.

11. Assists in the identification and development of public and private funding initiatives as they relate to the provision of direct services.

12. Conducts individual service coordination meetings with direct service staff as appropriate.

13. Attends and participate in regular staff meetings.

14. Conducts regular supervision meetings with direct service staff as appropriate.

15. Complies with all established policies and procedures of the Center and serve as a role model for other staff.

16. Travels to meetings to related job responsibilities and represents the Center when appropriate.

17. Serves as a liaison to the Program Committee of the Board.

18. Represents the Center and its activities to the Media when appropriate.

19. Responsible for development and implementation of community outreach, public education and staff in-service programming.

Qualifications:
· Bachelor’s degree required; master’s degree preferred.

· At least three years of professional work experience with at least one year in a supervisory role.

· Must have reliable transportation and be able to travel within service area and to other areas of the state as necessary.

· Knowledge of suburban Cook County area and resources available.

· Must be able to work independently with self-direction.

· Must have experience working with people with disabilities (personal experience preferred).

· Demonstrate ability to be flexible with work hours.

· Demonstrate experience with program development.

· Excellent public relations and interpersonal communication skills.

· Ability to manage time effectively and delegate responsibility appropriately.
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