Uwchlan Ambulance Corps

Job Description

POSITION TITLE:  Executive Director


REPORTS TO:  UAC Executive Board via President


DATE:  January 2, 2008 Final  

PURPOSE:  The Executive Director shall serve at the discretion of the Executive Board.  The Executive Director shall act under and report directly to the President/CEO as representative of the entire Executive Board.  The Executive Director will have primary responsibility for overseeing the short-term and long-term goals of The Association as determined by the Executive Board.  These goals will always include maintaining and promoting UAC as a both a premier EMS service and EMS educational provider in Southeastern Pennsylvania. 
HOURS OF WORK:  This is a full-time, salaried position.  Usual hours will be daytime, weekday hours with some flexibility due to the requirement for occasional evening and weekend hours.
PRIMARY FUNCTION:  The foremost goal of UAC will always be to provide the highest quality emergency pre-hospital patient care to our community.  In addition, superior EMS-related training of both community members and fellow EMS providers is also a priority.  The Executive Director will continually strive to achieve these primary UAC goals with professionalism and efficiency.  These goals will be accomplished through proactive leadership, effective supervision, exceptional communication skills, and adherence to policies and procedures.  The Executive Director will work collaboratively with the UAC Chief of Operations (COO) in a mutually respectful way to accomplish these goals as well as the vision of the Executive Board and the Operations Committee.  The Executive Director shall work with the COO to initiate and promote the foundation and implementation of a UAC EMS educational training center.  The Executive Director shall also initiate and promote fund-raising opportunities to benefit UAC as well as the UAC training center. 
SUMMARY OF DUTIES: 

Briefly, the Executive Director will:

· Administer and coordinate the functions of The Association according to the UAC By-Laws, UAC SOGs, UAC administrative procedures, and the recommendations and policies of the Executive Board.

· Seek to promote and maintain the UAC image of professionalism to the public in the dress, demeanor, and performance both of self and all other members at all times.

· Work closely with the Board in a mutually respectful manner to accomplish the goals, recommendations and vision of the Executive Board.

· Provide stewardship of the financial resources of The Association in collaboration with the Treasurer and Financial Secretary.  This includes oversight of billing, accounts receivable, accounts payable, payroll, budget development and cost containment, financial investments and fund-raising campaigns.

· Implement all administrative policies as delegated by the President and/or Executive Board.

· Verify adherence to all UAC SOGs and Pa DOH protocols.

· Act as administrative liaison with all local, county, state, and federal legislative, EMS, police, fire, media, and community and health related organizations in collaboration with the President and COO.

· Collaborate with the Executive Board or act as designee of the Executive Board to develop, oversee, and maintain current and future fund-raising initiatives of UAC including but not limited to the annual membership campaign, potential capital campaign(s), business membership campaign, solicitation of funds from charitable foundations, and investigation of grant funding opportunities.

· Collaborate with the COO, Operations officers and committee members to administer, modify, and adhere to all By-Laws and SOGS including but not limited to staffing requirements, payroll budget constraints, fleet and equipment repair, maintenance, and capital expenditures, consumable supply expenditures, and certification, training, and health and safety compliance of all employees and volunteers.

· Oversee the administration of payroll and benefits for all staff including health and life insurance, workers compensation, retirement benefits, and other appropriate compensation. 

· Ensure compliance with various governmental regulations related to employee/volunteer protection including OSHA, HIPAA, PaDoH and all other government regulations.

· Investigate and implement, in collaboration with the COO, opportunities for training of fellow EMS, first responders, fire and police in addition to opportunities in the community at large.

· Develop active, mutually beneficial relationships with other EMS and first responder organizations throughout the area, both within and beyond Chester County, to work in partnership to address pertinent issues related to all areas of EMS/emergency concerns. 

· All other related duties as assigned or designated by the President and/or Executive Board.

MINIMUM JOB QUALIFICATIONS:

Must have held similar comprehensive management and administrative position(s) and have demonstrated initiative, judgment and creative abilities.  Must be able to prioritize and organize work and handle multiple tasks and projects with close adherence to deadlines in a fast paced, ever changing and challenging environment.  Must have the ability to exercise appropriate judgment with regard to personnel supervision and program operations in varied and critical circumstance.  Must have excellent communications skills, including both verbal and written.  Must have functional experience with computer programs such as Windows, MS Office, email, Internet access, etc.  Prior experience with fund-raising campaigns such as capital campaigns or grant writing, especially for non-profit organizations, is desirable.  Must have experience with human resources, payroll and benefits administration, and budget development/adherence. Must minimally hold a Bachelor of Arts/Science degree; a Masters Degree is preferred.  Prior experience in a non-profit organization would be beneficial but not required. 
SUPERVISION: Should be able to function with minimal supervision, but recognize when and where to seek guidance.

COMPENSATION:  UAC offers an excellent, competitive salary and benefits package commensurate with qualifications and experience. 
