PROJECT QUEST

EXECUTIVE DIRECTOR

JOB DESCRIPTION

The Executive Director is responsible for the overall strategic planning, financial development and management, program design and evaluation, public relations, and staff management for the organization.

Oversees the day-to-day operations of the corporation to include:

1. Working with the Board of Directors and leading staff to develop and execute an effective fundraising strategy to secure private and public funds. 

2. Communicating effectively with the Board of Directors and other stakeholders regarding the financial and programmatic status of the organization.

3. Recruiting, hiring and managing the staff necessary to carry out the stated goals of this corporation.

4. Directing operational activities required for fiscal tracking and reporting, and meeting short-term and long-term operational goals.

5. Maintaining and expanding the active participation of the San Antonio business community to support workforce development through employer partnerships with QUEST.

6. Developing and expanding the local network of quality education, job training and human service agencies supporting QUEST participants.

7. Continually developing and refining the corporation's integrated services delivery system, including a computerized eligibility determination and improved client tracking system.

8. Directly overseeing the necessary management controls--the budgeting, cost allocation, accounting and reporting systems--required to satisfy the laws, regulations, and guidelines of multiple funding sources.

9. Providing information and help for replicating the workforce development concept in other locales and actively pursuing ways and means to serve a larger constituency.

10. Supporting viable workforce development projects in the San Antonio community, Bexar County and surrounding areas in a cooperative effort to expand economic development and job opportunities.  

11. Designing, presenting and implementing the corporate strategic, long-range plan. 

12. Developing and implementing corporate policy with respect to personnel matters.

13. Developing, editing, and publishing corporate publications and directives.

14. Supporting the community outreach and recruitment efforts by providing staff and literature on QUEST.

15. Ensuring alignment between all organizational functions and the organization’s mission and strategic plan.

Salary:
Competitive
FLSA Status:
Exempt

Minimum Qualifications:  
Education: Master’s degree in public administration preferred. Bachelors Degree from an accredited college or university required, with preferable coursework in human resource management, education, or public relations.

Experience: Executive leadership, fundraising, employment and training, personnel recruitment, public relations, and engaging stakeholders.  Substitution Ratio: Two years of related experience may be substituted for one year of higher education.
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