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Strategies

to Support Families & Communities





Position Description And Qualifications

Position Title: Family Resource Center Director

Department: Community-Based/Family-Centered Programs

Reports To: Acme FRC Executive Director and Acme Community Network

Summary: Works collaboratively with public and private agencies and families to deliver coordinated services via the Family Resource Center (FRC). Directs FRC’s functions by performing duties personally or through subordinate supervisors and staff. Insures the continuation of the FRC through the generation of new funding and redirection of services through the center. Monitors outcomes and evaluations of services.

Essential Duties and Responsibilities:

· Administer, monitor, and supervise all phases of FRC operations.

· Coordinate the efforts of the involved agencies to implement support services for children and their families.

· Hire, train, and provide supervision for employees of the FRC.

· Ensure FRC operations meet standards and procedure criteria set by FRC Core members.

· Coordinate the development of a record keeping and file management system for FRC services.

· Provide regular outcome and evaluation measures.

· Work with the FRC Core members to establish policies and procedures.

· Be responsible for the administration of standards and procedures related to personnel, including staff development, budget, and physical facility.

· Respond to requests for information about the FRC services.

· Schedule and publish all FRC sponsored activities.

· Represent the FRC at meetings, conventions, conferences, and hearings as appropriate.

· Supervise FRC volunteers and coordinate their effects.

· Supervise outreach activities within the community.

· Direct fundraising, public relations, and research activities.

· Work to accommodate meeting and office space needs of the FRC agencies and other community agencies within the mission of FRC.

· Provide support and organizational management for the multi-agency staff utilizing the FRC.

· Perform other duties as assigned.

Supervisory Responsibilities: Direct supervision of all FRC employees and volunteers.

Qualifications: Must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and Experience: Bachelor’s degree from a four-year college or university and three years management experience in a social work environment.

Communication/Language Skills: Ability to write reports and business correspondence. Ability to produce manuals. Ability to effectively present information and respond to questions from co-workers, managers, clients, and the general public.

Reasoning Ability: Ability to define problems, collect data, establish facts, and draw valid conclusions.

Certificates and Licenses: CPR and First Aid, current driver’s license and proof of liability insurance.
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