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Happy People Coalition
Executive Director

Job Description

Position:  Executive Director

Description: 
· Provide administrative oversight to the Happy People Coalition.  

· Work with staff, and contractors, to support Happy People Coalition and projects.

Requirements:

· Bachelor’s degree required.

· Thorough knowledge and experience of volunteer program management, community mobilization, science-base prevention planning, implementation and evaluation.

· Experience in the development of policies and procedures.
· Experience in budget development.
· Experience in outcome based evaluation.
· Experience in grant writing and reporting.
· Experience working with youth.
· Ability to organize and prioritize multiple functions.
· Ability to communicate effectively both orally and in writing.
· Ability to contribute to an effective team environment.
· Skilled in MS Office including Word, Excel, Publisher, PowerPoint, and Outlook. Must be able to use spreadsheet and database software to develop and maintain records; perform complex word processing tasks such as merging and sorting, integrating text with graphics, spreadsheet and database files.

· Must be able to pass criminal background check.

· Ability to lift and move up to 55 lbs. 

Duties:

· Provide support to the Happy People Coalition, Executive Committee and workgroups.
· Provide support for the Happy People Coalition projects.
· Develop partnerships and relations with local, state and national partners to further the work of the Happy People Coalition.
· Prepare annual budget and Provide fiscal oversight, including accounts payable, budgeting and contracts.

· Monitor all contracts including full time and ad-hoc professional services contractors, contracts for funding and grants.
· Develop policies and procedures.
· Develop and monitor outcome measures.
· Supervise all Happy People Coalition Staff/employees.
· Manage office functions and operations.
· Complete reports for the Washington State DSHS Division of Behavioral Health and Recovery, County and additional grantors.
· Serve as the liaison to the Washington State DSHS Division of Behavioral Health and Recovery, County and additional grantors. 
· Act as a spokesperson for The Happy People Coalition.
· Provide oversight of grants received.
· Manage sustainability and fundraising efforts, including grant writing, events and fundraising.
· Work cooperatively with the project evaluator and coordinate all data collection and management for evaluation

· Produce the quarterly and annual reports to be given to the Happy People Coalition and submitted to grantors.
Responsible To: Responsible to Happy People Coalition and Executive Committee

Hours:


Forty hours per week.  Fluctuates based on the needs of the community and the position. 

Compensation:

Competitive benefits package, including Medical, Dental and Vision Insurance;; ….
Location:

Main office is located in Happy Town.  However, time will be spent in the field working with the local communities, attending meetings.  Travel within County will be necessary. Must have reliable personal transportation. Some State and National travel will be necessary.

Work Conditions:

The Executive Director will work in office using computer and will spend time working in the community at meetings.  The Executive Director will also be responsible for meeting and event setup/clean up and catering on a regular basis.  Must be able to lift and carry up to 55 pounds regularly.  Must have personal transportation with valid Washington State driver’s license and insurance.











