New River Community Action

SHARE Director job description


NEW RIVER COMMUNITY ACTION, INC

SHARE Virginia

SHARE Program Director

Job Description

General Description

This position is directly responsible to the Executive Director. Plans, develops, and implements the SHARE program, including annual budget, annual work plan, public relations, fundraising, warehousing, purchasing of food and equipment, and food distribution for multi-state assigned

service area.

Specific Duties:

1. Convey to the community the spirit of SHARE, maintaining and enhancing the public awareness of the program for the purposes of obtaining financial support, developing host sites and attracting and expanding participation.

2. Recruit and direct staff and volunteers in functions of development, public relations, operations, warehousing, volunteer and participant activities and clerical support.

3. Direct recruitment, organization, and training of host sites from among religious congregations, labor unions, service organizations, community organizations, and government agencies.

4. Develop and implement a community outreach strategy that reaches out to all segments of the community.  Work with appropriate NRCA staff and community leaders and agencies in outlying areas to implement strategies.

5. Responsible for negotiating food package with World SHARE Purchasing Department, ERO, and other vendors or supervising designated staff.

6. Responsible to assure compliance of the SHARE program's administration and operation with all federal, state, and local laws and regulations, and the policies and procedures of World SHARE.

7. Direct development and implementation of the food distribution system to all host organizations.

8. Develop, maintain and control the annual budget to meet planned objectives.

9. Responsible for implementation of agency policies, procedures, work regulations, program reports, and record keeping.

10. Provide supervision, training, and performance evaluations for SHARE staff.

11. Participate in activities of the World SHARE Affiliate Association.

12. Professionally represents NRCA in the community. 

13. Personally reports to Department of Social Services all suspected child, aged or incapacitated adult abuse and neglect as required by law and document accordingly.  Informs supervisor of all reports to Department of Social Services. 

14. Performs all other duties that advance the philosophy and goals of the program and NRCA as deemed necessary by the supervisor.

Special Requirements:

Ability to plan and implement program, project studies, or other work independently.  Ability to originate new techniques, establish criteria, and develop new information.

Must maintain regular attendance and perform job duties and responsibilities in a satisfactory manner.

Prior to employment, the applicant must sign authorizations for NRCA to perform DMV and Criminal Record Checks to demonstrate that a satisfactory driving record and no pending or found charges or convictions related to abuse, neglect, and/or exploitation of children or adults (or other felony or misdemeanor charges which would conflict with the mission and philosophy of the agency).

Must possess valid driver's license and safe driving record.  Must be able to drive up to 4 hours per day, but may be required to drive more than 4 hours in a given day. Some night/overnight driving may be required. 

Travel required within service area covering 35,000 sq. miles to occasional meetings out of service area, including the annual meeting held at other SHARE affiliate locations.

If agency vehicle is unavailable, must have vehicle with valid inspection and insurance meeting minimum state requirements available for transporting individuals and families within the New River Valley, and in pre-approved cases outside the New River Valley.  Mileage reimbursed by NRCA.  

Qualifications:

Bachelor's degree plus two years management and program development experience.  Personal belief in the spiritual and self-help principles of SHARE; general administrative background with demonstrated experience in organizational development and operational supervision. Excellent oral and written communication skills.  Experience in community organization; food purchasing and warehouse management experience helpful. Degree requirement may be waived in lieu of related work experience.

Pay Scale:

Salaried, exempt position. Full-time.
This position is classified II-A on NRCA pay scale table currently in force.  
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