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FLSA Status:  Exempt
General Definition of Work
Performs complex executive work managing the development of assets and activities of the Crossroads Institute as a 501(c) 3 corporation; enhancing the educational opportunities available in the region; promoting collaboration and alignment of educational and economic development activities and collaborating with other organizations for leadership development programs for the region. 

This position is Part-Time with the intention of Full-Time in the future based upon the recommendation of the Crossroads Institute Board and appropriate resource levels to sustain the Executive Director position.

Qualification Requirements
To perform this job successfully, an individual must be able to perform each essential function satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable an individual with disabilities to perform the essential functions.

Essential Functions
Oversees the fiscal and legal affairs of the Crossroads Institute 
Develops and implements annual budget 
Develops and or coordinates requests for proposals and bids (RFP’s) as needed for materials, supplies and services, reviews RFP’s and recommends approval
Reviews expenditures and signs checks for payment of bills in conjunction with appropriate CI Board Member(s)
Identifies grant opportunities and writes/coordinates development of proposals when appropriate
Manages awarded grants and loans as required
Develops various revenue streams
Recommends personnel positions, recruits and selects assigned departmental personnel; coaches, counsels, and disciplines personnel; recommends transfers, promotions, suspensions, demotions and terminations; develops staff schedules; assigns, directs and inspects the work of assigned department personnel.
Advises and assists small business incubator tenants as needed and coordinates with Small Business Development Center (SBDC) as it works with those tenants
Coordinates planning and implementation of workforce leadership development, youth leadership and lifelong learning programs
Develops partnerships for provision of training and higher education opportunities in the region
Negotiates and manages tenant leases within facility including small business incubator tenants
Oversees facility scheduling and building use fees
Oversees website, social media, brochures and related marketing information tools

Knowledge, Skills and Abilities
Work requires comprehensive knowledge of articles of incorporation, by-laws, methods of correspondence (letters, e-mail, etc) and timesheets; thorough knowledge of financial reports, leases, billing, standard office and accounting software and standard office equipment; general knowledge of engineering and architectural drawings; ability to make arithmetic computations using whole numbers, fractions and decimals, to compute rates, ratios and percentages, to understand and apply governmental accounting practices in maintenance of financial records; ability to communicate verbally; ability to make presentations and to work with others; ability to apply strategic planning, financial planning and budget development.     





Education and Experience
Master’s Degree with extensive experience in administration and finance.  Experience with Institutes of Higher Education and local, state and or federal Government experience is considered an asset.

Physical Requirements
Work regularly requires speaking or hearing, frequently requires sitting, and occasionally requires standing, walking, using hands to finger, handle or feel, climbing or balancing, stooping, crouching or crawling, reaching with hands and arms, tasting or smelling, pushing or pulling and lifting. Vocal communication is required for expressing or exchanging ideas by means of the spoken word and hearing is required to perceive information at normal spoken word levels. Work has standard vision requirements and requires preparing and analyzing written or computer data           
and observing general surroundings and activities.  Occasionally work is required in high, precarious places and is generally in a moderately noisy location (e.g. business office, light traffic).

Special Requirements
None.

Farmers Market Office Technician
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