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Program Director
Location:

19213 Bothell Way NE




Bothell, WA  98011

Salary Range:

$50,000-$55,000 annually
Benefits:

Healthcare stipend, in addition to accrual of vacation time
Employee Type:
Full-time, exempt
Industry:

Non-profit – Charitable

Manages Others:
Yes
Job Type:

Program Management
Education:
4-year degree required in special education, therapeutic recreation management or social services
Experience:
5+ years with direct experience serving young adults with autism and other developmental disabilities
Relocation:
No

Post Date:
August 22, 2012
Closing Date:
September 5, 2012 or until position is filled
Contact:
Jennifer Monteleone, Executive Director

Email:


jennifer@tessera.org
Fax:


425-488-6181

GENERAL JOB DESCRIPTION

Tessera is a 501(c)3 non-profit organization dedicated to building lifelong learning opportunities for young adults with autism and other developmental disabilities after high school special education transition services end. The Tessera organization includes The Tessera Center for Lifelong Learning and Woodinvilla Adult Supported Living Residence.
This is an exciting opportunity for an experienced Program Director to guide the implementation of a new, innovative, results-oriented life enrichment program for special young adults and their families. The Program Director is responsible for the daily operations of the Tessera Center for Lifelong Learning’s education, recreation and social programmatic activities, and is a key member of the organization’s leadership team, with P&L responsibility. 
Tessera is looking for an exceptional leader who believes that every person has the ability to achieve success with appropriate supports. This is a fast paced position, requiring excellent interpersonal skills, in addition to extensive knowledge of disability systems and resources at the local, state and federal level. This position will report to the Executive Director.
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Program Director
DUTIES AND RESPONSIBILITIES

· In collaboration with the Executive Director and Program Committee of the Board of Directors, develops annual program plan and budget for the Tessera Center for Lifelong Learning program.
· Responsible for the management of daily program operations, including supervising program receptionist, instructors, vendors, volunteers, interns and agency personal care support staff, as well as ensuring compliance with all local, state and federal operational guidelines.
· Lead evaluation, compatibility, enrollment and intake process for prospective Tessera members.

· Responsible for preparing, monitoring and providing updates on individual program plans.

· Develop curriculum based on individual program plans and member needs.

· Create and update program operations forms including: Membership Enrollment, Individual Program Plans, Incident Reports, Policy Manual, Program Orientation for Care Providers, Program Orientation for Parents, and others as assigned.

· Responsible for recruiting, training and supporting instructors, volunteers, interns/practicum students in serving Tessera members and their families. 
· Create spreadsheets, presentations, reports, and other materials as needed for dissemination to board members, donors, sponsors, volunteers and others as assigned.
· In collaboration with the Executive Director and Board of Directors, establish and maintain effective partnerships with community agencies that expand education, recreation and social opportunities for Tessera members, families and caregivers.

· Maintain current understanding of industry best practices by attending continuing education trainings, as well as participating in professional disability related organizations.

· Schedule and provide center tours for prospective members and their families.
· Consistently work to improve organization efficiencies.

· Perform other duties as assigned including, but not limited to serving as lead staff on team committees, special projects and special events.

REQUIREMENTS

· Bachelor’s degree in special education, therapeutic recreation management or social services with an emphasis in serving young adults with autism and other developmental disabilities.
· 5+ years of direct experience serving young adults with autism and other developmental disabilities in a similar non-profit agency.
· Extensive knowledge of disability systems and resources at the local, state and federal level.
· Familiarity and/or background in behavior management and development of positive behavior support plans.

· Understanding of non-profit management, fundraising and outcomes reporting.
· Excellent written and oral communication skills.

· Well organized, detail-oriented, while able to maintain flexibility and a sense of humor in a fast paced environment.

· Must be able to pass a background check.
BENEFITS

A healthcare stipend, vacation accrual.
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