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JOB DESCRIPTION

POSITION:                 
Program Director (Local Offices) 

REPORTS TO:
Vice President, Programs & Public Policy

EXPERIENCE:
Three years experience in program management, budget development, program tracking and evaluation.

QUALIFICATIONS/SKILLS:

· Bachelor’s degree or equivalent work experience in human service, gerontology, social work or a related field.  

· Ability to work effectively with volunteers, staff and external contacts.

· Ability to prioritize and manage multiple priorities.

· Strong organizational skills to plan, implement, and administer programs.

· Demonstrated verbal and written communication skills including pubic speaking.

· Ability to work effectively with diverse populations with a high level of integrity, diplomacy and initiative.

· Computer literate with working knowledge of Microsoft Word and Excel.

· Flexible schedule, willingness to work some evenings and weekends, and willingness to travel.

PRIMARY RESPONSIBILITIES:  

1.  Directs, manages and expands existing programs and services in assigned local geographic area.
· Responsible for all family and professional programs and services in the local area.

· Develops annual budget for the delivery of programs in the local area.

· Develops and implements annual Plan of Service incorporating programs in the Common Program Plan and those referenced in the Strategic Plan (Marketing the 1-800-272.3900 Helpline number, the www.alz.org web-site, the TrialMatch program, physician outreach & other services in the Strategic Plan).
· Responsible for evaluating chapter programs through the Core Services Quality Evaluation Initiative, reporting monthly number of persons served and timely entry of client information into ESP.

· Manages all programs related to grants for the region.  This includes meeting the goals of the grant, turning in grant reports by their due dates and communicating appropriately with grantors.  Making sure funds are spent per the grant requirements.

· Develops and maintains relationships with related health care and social service providers.
· Develops calendar of local events and submits article in timely manner for newsletter articles and submits articles and press releases to local papers regarding local events.
· Represents the association at public and media events.
· Recruits, trains, coaches and supervises all chapter volunteers associated with local programs and services, including               Helpline and family and professional programs.
2. Directs and manages local public policy/advocacy efforts
· Recruits and trains advocates

· Manages local advocacy visits/correspondence

· Works with Advocacy manager to plan and implement local participation in Alzheimer’s day at the capitol

· Arranges media coverage of advocacy efforts
SECONDARY RESPONSIBILITIES:  

· Assists & collaborates with local office Development Director as necessary to achieve chapter mission & goals including community/development events.
· Works with the VP of Programs and Services, the Development Director and VP of Development to secure grants.
· Work with the local Development Director to serve as staff liaison to the local community and the regional board. 
· Assists with local office operations as needed.
· Performs other duties as assigned. 
Please send a cover letter and resume to Ginny Helms at:  ginny.helms@alz.org 
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