Center Director Job Description
RATE OF PAY

Position is for 40 hours a week, with no comp time. No overtime available. Mileage is paid from the center to meetings and other center-related errands. Fulltime benefits available.
GENERAL PURPOSE

The center director is employed by the City of Negaunee, at-will, to coordinate and oversee all operations of the Negaunee Senior Citizens Center.
SUPERVISION RECEIVED

The center director works under the supervision of the Negaunee city manager.
SUPERVISION EXERCISED

The center director oversees the entire senior center staff, reviewing work, procedures and asset management and makes operational decisions.
ESSENTIAL DUTIES AND RESPONSIBILITIES
· Oversees, hires, supervises, schedules and manages all center staff. Fills in for front desk, social work team and other coverage as necessary.
· Reviews and signs off on all state, county and other grant reports submitted to funding agencies for timeliness, accuracy, efficiency and compliance with standards
· Solely responsible for meeting payroll and bill payment submission deadlines.
· Serves as HIPAA compliance officer for the department, including administering annual training and giving updates to staff as changes occur.
· Serves as chief ServSafe officer, overseeing kitchen staff, ordering food and adhering to all health department regulations.

· Schedules and manages Group Travel program, including orchestrating bus tours. 

· Responsible for ensuring Michigan Office of Services to the Aging (OSA) guidelines are followed for all services provided by center.

· Ensures all center files properly organized, updated and maintained.

· Prepares NCOA board agenda, minutes and packets, and ensures board members receive the packets at least two days prior to the meeting.
· Prepares annual budget requests to city manager and attends budget meetings as necessary.

· Searches for, writes and submits grants consistent with center’s mission statement.

· Actively fundraises weekly to support the center's services.

· Participates in funding agency trainings, meetings and other interactions necessary to coordinate center services with other agencies.

· Attends quarterly meetings of the Marquette County Aging Services Advisory Committee, preparing written reports and giving a spoken update.

· Organizes, assembles, implements and proposes operational policies consistent with professional social work standards for all center services and activities.

· Evaluates and makes recommendations regarding operations, services, processes and facility maintenance to NCOA board and city manager.

QUALIFICATIONS

· Undergraduate degree in communications, business management, accounting, public administration or related field.
· Minimum five years in a supervisory or management position with overall responsibility for operations, including financial management, personnel management and operational management.
· Experience working with a board of directors.

· Familiarity with grant writing, public relations, event promotion and record keeping.

· Friendly and approachable personality.

· Strong desire to help others.

· Excellent communication skills, and experience with public speaking.

· Ability to listen and take constructive criticism and direction.

· Basic computer skills, include e-mail, Internet, Microsoft Word and Excel.

· Strong organizational skills.

· Familiarity with senior center programs and services.

· Interest in challenges faced by the elderly population.

· Respect for senior population.

· Patience and willingness to work with challenging personalities.

· Resourceful and willing to partner with other agencies for a common goal.

· Able to manage time wisely, and schedule multiple employees effectively.

· Respects the confidence of the client, despite the small-town environment.
The duties listed above are only intended to illustrate the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.

This job description does not constitute an employment agreement between the employer and the employee and is subject to change by the employer as the needs of the employer and requirements of the job change.
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