DISPUTE RESOLUTION CENTER OF THURSTON COUNTYPRIVATE 

JOB DESCRIPTION

EXECUTIVE DIRECTOR

Minor Editing Oct. 2018
EDUCATION AND EXPERIENCE

Master's or Bachelor's degree in social sciences or closely  related field and five years' experience working in positions of increasing responsibility with public and/or non-profit organizations.  Experience can include both paid and volunteer work.

SKILLS AND ABILITIES

Understanding and commitment to the philosophy and mission of the DRC as a community based mediation service

Excellent third party mediation skills

Ability to work effectively with people from diverse backgrounds

Excellent oral and written communication skills

Ability to coach and supervise paid and volunteer staff

Ability to form and maintain a cohesive and productive work team

Sound knowledge of organizational and community development

DUTIES AND RESPONSIBILITIES

Under the direct supervision of the Board of Directors, the Executive Director shall:

Program Management:  15%
     Develop and implement annual work-plan and service goals for 
agency

     Provide staff support and technical assistance for Board 
Officers and Members
     Promote use of services through outreach and public speaking  
     Envision and develop new programs and projects 

Financial Management:  22%
     Develop, implement, and monitor annual budget for agency 

     Oversee maintenance of all agency financial records

     Develop funding sources

     Oversee funding requests to all jurisdictions
Personnel Management:  23%

     Develop and implement staffing
configuration, including job description, compensation, and annual staff evaluations

     Supervise work of all Managers
     Oversee quality control of service provision      

Board Work:  10%

     Work with board officers in board operations

     Help with board development and succession planning

     Act as liaison between board and staff

     Assist board officers and members in board related tasks     

     Attend all board meetings

Training:  15%
     Supervise work of Training Manager
     Help develop training designs and materials


     Help deliver training services as needed
     Assist staff in Practicum through reading exams and coaching final mock mediations
Agency Representative/Promotion:  15%
     Act as agency liaison to professional and community groups

     Perform public speaking on behalf of the agency

     Answer all telephone and mail questions regarding agency policy 

     Consult with peers in other community based mediation 
services

     Oversee production of the Community Impact Report and other communications
     Help produce annual solicitation letter and other promotional material
Designee:

If the Executive is unavailable to perform any task in a needed and timely manner, the Development Manager is the 
primary designee, the Volunteer Manager is the secondary designee, the Community Engagement Manager is the tertiary designee, and the Business Manager is the next in line.  If none of these staff is available, an Officer of the Board is the designee.



