CASA of Queen Anne’s and Kent Counties

EXECUTIVE DIRECTOR/CASE SUPERVISOR
JOB DESCRIPTION

SUMMARY

The Executive Director/Case Supervisor is responsible for the overall management of the program and all aspects of program operations.  This primarily involves the supervision and coordination of a volunteer service program which provides CASA services to abused and neglected children.  The position reports to the President of the Board of Directors.  Primary accountability includes, but not limited to:

PROGRAM MANAGEMENT

With the Board of Directors, establish short and long term goals and develop plans for reaching those goals.  Direct the work of the program to ensure goals and timetables are achieved.  Review progress against goals on an annual basis.

Recruit, hire, educate and supervise program staff.  Write and revise, as necessary, the job descriptions for all staff (except executive director) within the agency.  Conduct annual performance evaluations for staff.  Ensure that all staff members receive needed education and opportunities for professional development.

Develop staff and volunteer policies consistent with National and Maryland CASA standards and policies and submit to the Board of Directors for approval.  Develop, maintain and disseminate an Employee Handbook and Volunteer Handbook.  Ensure adherence to all established policies and procedures.

Develop program policies consistent with National and Maryland CASA standards and policies and submit to the Board of Directors for approval.  Ensure program compliance with all established policies and procedures.  Work with National and State CASA programs through conferences and meetings.

Meet regularly with program staff to develop and review plans for the recruitment, screening, education and supervision of volunteers.

Act as senior Case Supervisor, providing education, guidance, and support to subordinate Case Supervisors and, in their absence, serve as primary Case Supervisor.  Guide subordinate Case Supervisors in their role, ensuring that volunteers receive the education, support and guidance they need in their work with the children assigned to them.  Identify and discuss potential concerns/problems related to cases; development strategies; and ensure appropriate action is taken.

Develop and participate in the education of staff and volunteers to ensure the highest quality program performance.

Meet regularly with court staff, departments of social services and other agencies/individuals involved with the CASA program to ensure effective collaboration and communication.

Ensure that complete and accurate case files are maintained and court reports are prepared and submitted consistent with court requirements and schedules.

Oversee the development, implementation, and maintenance of tracking systems for both volunteer and case files.  Prepare and submit program reports as required.

FISCAL MANAGEMENT

With the Board of Directors, develop financial policies and procedures to ensure fiscal integrity of the organization.

With the Treasurer, develop the proposed annual operating budget and present to the Board for approval.  Manage day-to-day financial operations within the approved budget and in accordance with approved financial policies.

Develop and maintain a donor base for both monetary and non-monetary resources and maintain a donor tracking system.

Support the Treasurer/Bookkeeper in developing financial reports for the Board.

Submit financial reports to grantors and others as required.

RESOURCE DEVELOPMENT

Meet annually with the Board of Directors to establish resource development goals, action plans and responsibilities for resource development.  The Executive Director’s responsibilities include but are not limited to:

	Research and prepare grant proposals and other funding applications.

	Assist Board members with the planning and execution of fundraising events and activities as requested.

	Assure all necessary forms are filed with the appropriate agency for all necessary permits, memberships, licenses, etc.

	Participate in fundraising events, as requested.

	Encourage staff and volunteer participation in fundraising events and activities.

COMMUNITY AND PUBLIC RELATIONS

With the Board of Directors, develop public relations goals with the purpose of recruiting volunteers and increasing public awareness of the CASA program and its goals and activities.

Develop and maintain collaborative relationships with all participants in the children welfare systems in Queen Anne’s and Kent Counties,  Establish relationships with community service organizations, members of the education organizations, and faith based organizations to help increase understanding and awareness of CASA and the issues of child abuse and neglect.

Review and approve press packets and news releases, and follow-up on any media coverage.

Participate in the development of newsletters, public relations material, and other publications distributed by the organization.

Be available for public speaking engagements.

BOARD OF DIRECTORS LIAISON

Attend all Board meetings.  Monitor Board/Committee activities and attend Committee meetings as requested.

Oversee implementation of all program policies approved by the Board.

Serve as liaison between the Board and staff/volunteer advocates.

Keep Board apprised of agency operations, changes, and problems.

QUALIFICATIONS

Education:	
· Master’s degree in social work or psychology.
· Additional business/public administration education preferred.

Experience and Skills Desired

· 5+ years experience administering a non-profit, volunteer or public service organization, ideally within the child welfare system.
· Understanding of and experience working with issues of child abuse and neglect and families in crisis
· Experience collaborating with departments of social services and the juvenile court system
· Demonstrated ability skills in
· Program development and implementation
· Education and supervision of staff and volunteers
· Volunteer management
· Child advocacy
· Fiscal management
· Fundraising
· Grant writing and administration
· Public speaking
· Board of Director liaison




