
JOB DESCRIPTION

JOB TITLE:
DIRECTOR OF SERVICES
REPORTS TO:
Executive Director

Department:
Emergency Services/Health and Safety

GENERAL SUMMARY:
1. The Director of Services, under the direct supervision of the Executive Director is responsible for planning, organizing, implementing and evaluating all aspects of direct service delivery programs of the chapter.  This includes but is not limited to: Disaster Services, Community Disaster Education, Information & Referral, Armed Forces Emergency Services, International Services and Health & Safety. Show measurable improvement in service quality and effectiveness (using Indicators of Chapter Performance as a measurement) in all services.

PRINCIPAL JOB FUNCTIONS:

1.
Responsible for overall program delivery of all direct services in the chapter to include: Disaster Services, Health & Safety Services, Aquatics programs, Service to Armed Forces, International Services and other nationally and locally developed direct services to the public.

2. Responsible for developing annual goals, strategies and budgets for chapter programs in cooperation and under the direction of the Executive Director.

3. Monitor all services to ensure quality service delivery by volunteers, authorized providers and paid staff members.  Using Indicators of Chapter Performance surveys, ensure that customers have a means of providing feedback on service delivery.  This position takes corrective action to improve chapter performance in these areas.

4. Responsible for ensuring that all programs operate cost effectively, that pricing conforms to national standards and Cost Analysis Model (CAM).
5. Assists the Executive Director in providing information for chapter reports and for reporting on activities to internal and external funders.
6. Actively participates in collaborative efforts with other chapters locally, regionally, in the state and nationally in promoting Red Cross services and delivering  

7. Recruit, supervise and support volunteer and paid staff delivering Red Cross programs.

8. Market and promote Red Cross services to ensure widespread public recognition of programming and availability of Red Cross services.

9. Participate in disaster response beyond the local chapter.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
Ability to develop and implement annual performance and workplace plans and budgets. Be skilled in the use of computer database, word processing, and spreadsheet applications. Be able to supervise volunteer and paid staff to ensure that Emergency Services and Health & Safety objectives are met. Possess excellent written and interpersonal communication skills and the ability to delegate work. Ability to develop clearly understood plans and procedures.

· Knowledge of Red Cross policies, procedures and programs desired.
· Ability to work effectively and motivate volunteer and paid staff.

· Be able to work a flexible schedule.

· Highly motivated individual who takes initiative to get things done.

· Due to the diverse range of programming for this position, high degree of organizational skill is needed with ability to prioritize.

· Availability to leave Panhandle area on short notice for disaster assignment for a three-week period.

· 24-hour on-call availability required.

· Current Drivers license required.

EDUCATION AND EXPERIENCE:

Bachelors’ degree or equivalent professional experience and training desired.

Minimum of two years experience in an Emergency Response, Health & Safety, Business, Marketing/Communication or similarly-related field.  Successfully coordination of volunteers highly desired.  Supervisory experience or training desirable. Experience in developing written procedures preferred. Demonstrated ability to negotiate with high-level stakeholders. Demonstrated ability in establishing external business relationships and experience in leading projects/activities crossing organization-wide boundaries.
Experience in the writing and development of proposals.
PHYSICAL REQUIREMENTS:

Work environment

· Normal accessibility of all work sites required for the position.

· Moderate amount of overtime or extended work hours may be required.  Increased overtime and extended work hours during disasters or other emergencies.

· May require moderate to high business travel. Operational flexibility may be required to meet  sudden and unpredictable business needs.
· May require ability to work non-standard work hours and weekends.
Physical effort

· Physical mobility, agility and strength to handle movement of Disaster Relief Supplies and equipment, dexterity of hands and fingers, coordination and endurance.

· Normal communications skills: verbal and written.

· Speak in a clear manner in order to ensure understanding.

· Able to kneel and move body from kneeling position to standing position independently.

· Ability to lift 10-25 lbs frequently.
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