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 Westside Center for Independent Living

12901 Venice Blvd.  (  Los Angeles, CA  90066

Voice:  (310) 390-3611  (  Fax:  (310) 390-4906

The mission of the Westside Center for Independent Living is to empower people with disabilities to reach their independent living goals through a variety of non-residential programs and services.  WCIL advocates, educates, and provides primarily peer-conducted services to its consumers and the community.
JOB DESCRIPTION
EXECUTIVE DIRECTOR
SALARY:
$75,000 – $90,000
STATUS: 
Exempt
The Executive Director reports to the Chair of the Board of Directors and is under the direction and supervision of the Board and is responsible for the overall operation of WCIL. 
Responsibilities
1) Carry out the Mission of WCIL within the framework of Independent Living philosophy.

2) Generally supervise implementation of all aspects of Center policies and procedures relating to programs and services, personnel, fiscal matters and fundraising.

3) Directly supervise the activities of the Director of Development, Administrative Director, Program Manager, Comptroller, Database Administrator, Housing Manager, Systems Change Advocate, Secretary and Executive Assistant.   

4) Coordinate the development of and supervise the implementation of yearly agency goals and objectives.

5) Oversee negotiations of continuing contracts with all funding sources.
6) Supervise and participate in the preparation and timely delivery of all required reports and deliverables to funders. 

7) Supervise and participate in the preparation of annual budgets and periodic fiscal reports to the Board of Directors.

8) Prepare periodic reports on programs, services, activities and community issues to the Board of Directors.

9) Supervise and participate in the development of new funding schemes, programs, services and proposals.

10) Recommend new and/or modifications in, policies and/or procedures, as necessary, to the Board of Directors.

11) Develop and maintain effective working relationships with staff liaisons and officials at all government levels.
12) Participate in community information/education programs.

13) Represent WCIL at various community meetings, commissions, task forces, public hearings, etc.
14) Participate on self-directed work teams and staff committees as necessary.
15) Supervise the public face of WClL on the website, in press releases, community outreach, publications, social media, etc.

16) Implement other duties as assigned by the Board of Directors.

Qualifications

1) Life experience with disability, as well as knowledge of the Independent Living Movement and disability-related laws, regulations, policies and issues strongly preferred.
2) Three to five years of executive/senior level management experience in a community‑based social service setting.

3) Demonstrated managerial skills in the areas of strategic thinking, organization, delegation, team-building, supervision and evaluation.

4) Demonstrated ability to raise funds and manage a variety of governmental and private funding resources.

5) Demonstrated ability to develop new resources and partnerships, including public and private funding, contracts for services and program partnerships.
6) Demonstrated ability to work productively through effective communication with Board members, staff, students, volunteers, community leaders, agencies and with consumers who have a wide variety of disabilities.

7) Demonstrated ability to write clear and grammatically correct reports, articles, policy briefs and grant proposals, as well as the ability to comfortably represent the agency while being an effective communicator before audiences in various public and private arenas.

8) Demonstrated capacity to develop and utilize social capital and networking.

9) Demonstrated ability to work productively in a high stress 
atmosphere while being creative, energetic and passionate about WClL’s mission and work.
10) Willingness and capacity to be a good listener, to be flexible and to be approachable.
11) Proficiency in use of computers for word-processing, database management, spreadsheets, email/internet, publishing and presentations. (MS Office preferred).  
12) Experience with Domestic Violence/Sexual Assault prevention policies desirable.
13) Bilingual skills (Spanish, Pacific Asian Islander and/or American Sign       Language) desirable. 
14) Must be able to travel as required, both locally and out of town.

THE WESTSIDE CENTER FOR INDEPENDENT LIVING, INC. IS AN EQUAL OPPORTUNTITY/AFFIRMATIVE ACTION EMPLOYER.  PEOPLE WITH DISABILITIES, FEMALES, MINORITIES, AND ELDERLY PERSONS ARE ENCOURAGED TO APPLY.
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