PARKINSON’S DISEASE ASSOCIATION OF SAN DIEGO
POSITION DESCRIPTION

POSITION: Program Director
CLASSIFICATION:  Full Time 

 Exempt

JOB SUMMARY

The Program Director has primary responsibility for the development, oversight and support of the programs and services of the agency.

REPORTING RELATIONSHIPS:  Reports to the CEO

ESSENTIAL JOB FUNCTIONS

PRINCIPAL DUTIES AND RESPONSIBILITIES:

(Work closely with and under the direction of the CEO

(Provides direction, coordination and support for the agencies staff who are assisting with the development and implementation of the agencies programs & services, including the Education Coordinator, Outreach Coordinator and other staff assigned to assist with Program Implementation
(Works with the Program and Services Committee of the Board on assessments and recommendations regarding budget needs for existing and future programs
(Assists with the marketing of agency programs and services

(Works with the grant development staff in the development and submission of grant applications to support the programs and services of the agency

(Assists the Education Coordinator with the arrangements for Marion Brodie Symposia Series, Good Start Program, Financial & Legal Wellbeing Workshops and Primary Care Physicians Conference
Assists the Outreach Coordinator in the development, implementation, ongoing operation and evaluation of the Outreach Program.

(Provides back up facilitation to the Good Start and Financial & Legal Wellbeing Workshops, as needed.

(Assists with the Volunteer Luncheon, the estate planning seminars and any other events, as needed

( Participates in other educational events such as in-service training and support group leader training

(Responsible for the compilation of data/statistics and preparation of reports related to the usage of programs & services

(Assists with the development and production of the agency’s printed materials related to programs and services

(Works with the Information Technology Specialist in the identification, development and posting of program information on the agency’s website and the responses to the correspondence it generates

(Represents the organization at various meetings
(Assists with the I. & R. phone calls, as necessary
(Assists individuals who “walk-in” requesting information and referral help or wish to make donations
(Assists with the development, production and mailing of the quarterly newsletter
(Performs such other related duties as may be required

QUALIFICATIONS:

Minimum Education and Experience:

(Shall have a combination of training, education and work experience directly related to the knowledge and skills needed to perform the tasks and objectives related to the position.  A Master’s degree in Social Work, Gerontology or Nursing is preferred.
Minimum Skills:

(Ability to work closely with the CEO on a variety of tasks

(Demonstrated ability to work both as a team member and independently

(Demonstrated ability to exercise good judgment

(Demonstrated excellent written and oral communication skills (public speaking)
(Demonstrated ability to organize and prioritize daily tasks

(Demonstrated ability to accomplish tasks in an accurate and timely manner

(Demonstrated computer literacy and experience in the use of MS Word, Publisher, 

 MS Office

Required Personal Characteristics:

(Demonstrated professional attitude and appearance

(Demonstrated creativity, flexibility and emotional stability

(Acceptance of people and a non-judgmental, unprejudiced attitude

(Demonstrated high level of motivation

(Outgoing personality

Equipment Used:

(Personal computer and software packages – Windows 2003 or higher, MS Office Professional 2003 or higher, etc., calculator, fax machine, copier and audiovisual equipment
Working Conditions:

(Work carried out under normal office conditions.  Person must be able to work under stress as may be encountered from time to time in meeting necessary deadlines
Contact:

(Requires frequent contact by phone, written communication and in person with individuals inside and outside the organization, requiring reasonable tact, discretion, self-expression and working knowledge of the organization, its programs, practices and procedures

Physical Requirements:
(Physical exertion including: bending, pushing, standing and walking.  Must be able, upon occasion, to move or lift approximately 25 pounds (i.e., overhead projector).

(Good vision and good hearing (with glasses and hearing aids, if necessary)

(Skill in use of computers, manual dexterity and skill in the use of a keyboard

Mental and Aptitude Requirements:
(Job requires ability to hear and talk, analytical, conceptual, problem-solving, planning and decision-making skills.

Other:

(Must be able to work a flexible schedule.

(Must have reliable transportation.

(Must have a valid California driver’s license and be able to demonstrate adequate automobile insurance coverage.
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