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LITCHFIELD HILLS CHORE SERVICES, INC.
	Position Title: Executive DIRECTOR

	Supervisors Title: Chore President/Chore Board of Directors

	Position Status: Part time
	Position Supervised by: Board of Directors

	
	Current Weekly Hours: 20


Position Description Summary/Purpose:
Manages the LHCS by coordinating activities as directed by the Board of Directors including implementing policies and procedures of the board, applying for grants, hiring and managing workers, scheduling Chore services for residents, collecting Chore service fees, responding to phone, email and written inquires, creating promotional content, overseeing the website and coordinating with the bookkeeper in their duties in addition to maintaining and improving upon the efficiency and effectiveness of his/her assigned duties.

Essential Job Functions/Primary Responsibilities:
(The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)

· Hire, train and supervise Chore workers. 

· Screen new clients and assign suitable worker(s) to each client that meets their needs.

· Periodically review existing clients to verify client needs are being meet appropriately.

· Researching potential grants, applying for them as necessary for the operations of the LHCS.

· Organizes the annual Fund Drive and local appeals.

· Schedule quarterly meetings with the Board of Directors. 
· Work with the bookkeeper to keep the finances in order.
· Assure adequate and continual training of the Chore workers as to the specific responsibilities of their care giving role.
· Answers a dedicated phone line from current and possible clients; matches with a Chore worker. 
· Assembles a weekly payroll and give to the Bookkeeper for payment. 
· Organizes a yearly budget for the Board of Directors and overall plans for raising necessary funds.
· Manages the publicity for the organization, including new clients and potential.
· Network and connect clients with other organizations for appropriate services.

· Keeps an up-to-date list of clients, contact information, past requests, names of involved Chore workers.
· Manage and update the Chore website as necessary.
Other Functions:

· Perform similar or related work as required, directed or as situation dictates.

· Continue professional development and training; keep current with trends.
· Assist other department staff as needed to promote a team effort to serve the public.

Knowledge, Ability and Skill:
· Knowledge of bookkeeping principles and practices.

· Ability to prioritize job tasks. 

· Strong computational skills and attention to detail. Ability to recognize, analyze, research and resolve problems.
· Ability to provide effective customer service, address disputes and respond to issues when they arise. 
· Excellent communication and customer service skills required, including the ability to deal diplomatically and effectively with Chore service recipients, Chore workers and the general public

· Ability to maintain confidential information and act with discretion.

· Occasionally drives to make deposits and attend meetings and get mail from the Post office.
· Ability to interact in a constructive, helpful and positive manner with the public, staff and all appropriate contacts.

· The ability to interact with a diverse staff, clients and public.
Minimum Required Qualifications:
Education, Training and Experience:
Batcheler’s degree preferred with related social service coursework, plus 2-3 years of relevant experience, preferably in care of seniors; or any equivalent combination of education, training and work experience. Positive customer service skills essential. 
Special Requirements: 

Valid Ct Driver’s License

Ability to work from home and or Chore office
Job Environment:
Administrative work is performed in a quiet to moderately noisy setting with regular interruptions during the day. Responds to inquiries and requests for information and assistance.
Requires the operation of an automobile, telephones, computers, copiers, facsimile machines, and other standard office equipment, Microsoft Office Suite including word and excel.
Makes periodic contact with Chore workers, Chore service recipients, as necessary board members and the public; communication is frequently in person, by telephone, fax, email, and in writing.

Errors in judgment or omissions could result in monetary loss and/or rework and legal ramifications.

Has access to some overall confidential materials.
Physical and Mental Requirements:

Work Environment

	
	None
	Under 1/3
	1/3 to 2/3
	Over 2/3

	Outdoor Weather Conditions
	
	X
	
	

	Work in high, precarious places
	X
	
	
	

	Work with toxic or caustic chemical
	X
	
	
	

	Work with fumes or airborne particles
	X
	
	
	

	Work near moving mechanical parts
	X
	
	
	

	Risk of electrical shock
	X
	
	
	

	Vibration
	X
	
	
	


Physical Activity

	
	None
	Under 1/3
	1/3 to 2/3
	Over 2/3

	Standing
	
	X
	
	

	Walking
	
	X
	
	

	Sitting
	
	
	
	X

	Talking & Hearing
	
	
	
	X

	Using hands/fingers to handle/feel
	
	
	
	X

	Climbing or balancing
	X
	
	
	

	Stooping, kneeling, crouching, crawling
	X
	
	
	

	Reaching with hands and arms
	
	
	
	X

	Bending, pulling, pushing
	
	X
	
	

	Driving
	
	X
	
	

	Other – moving from sitting to standing position
	
	
	X
	


Lifting Requirements

	
	None
	Under 1/3
	1/3 to 2/3
	Over 2/3

	Up to 10 pounds
	
	X
	
	

	Up to 25 pounds
	
	X
	
	

	Up to 50 pounds
	X
	
	
	

	Up to 75 pounds
	X
	
	
	

	Up to 100 pounds
	X
	
	
	

	Over 100 pounds
	X
	
	
	


Noise Levels

	
	None
	Under 1/3
	1/3 to 2/3
	Over 2/3

	Very Quiet (forest, isolation booth)
	X
	
	
	

	Quiet (library, private office)
	
	
	
	X

	Moderate noise (computer, light traffic)
	
	
	X
	

	Loud Noise (heavy equipment/traffic)
	X
	
	
	

	Very Loud (jack hammer work)
	X
	
	
	


Vision requirements 

_X_
Close vision (i.e. clear vision at 20 inches or less)

_X_
Distance vision (i.e. clear vision at 20 feet or more)

_X_
Color vision (i.e. ability to identify and distinguish colors)

_X__
Peripheral vision (i.e. ability to observe an area that can be seen up and down or


left and right while the eyes are fixed on a given point)

_X_
Depth perception (i.e. three-dimensional vision, ability to judge distances and


spatial relationships)

___
No special vision requirements
(This job description does not constitute an employment agreement between the employer and employee. It is used as a guide for personnel actions and is subject to change by the employer as the needs of the employer and requirements of the job change. All positions/job descriptions are subject to the relevant personnel policies.)
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