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Jade Benefield 

Executive Director

	JOB TITLE
	POSTING DATE

	Chief Operating Officer
	February 7, 2012

	APPLICATION DEADLINE DATE
	UNIT AND LOCATION OF POSITION

	Open Until Filled
	Executive Office in LaGrange, GA

	PAYGRADE
	POSITION NO.
	Contact Information

	21
	 61717
	hr@pathwayscsb.org 

	GENERAL NATURE OF WORK

	Reporting to the Chief Executive Officer (CEO), the Chief Operating Officer (COO) will be responsible for enhancing the internal organization processes and infrastructure that will allow Pathways Center to continue to grow and fulfill its mission. 

Provides leadership to the following administrative support functions: Accounting/Payroll, Procurement/Purchasing, Information Technology, Medical Transcription and Billing, Facility Maintenance and Support, Food Services, and Facility Safety/Security

Working with the accounting/payroll team, the COO will manage and oversee all financial and business planning

activities, including:

· Directing and administering all financial plans

· Overseeing business policies and accounting practices

· Reviewing and analyzing financial reports

· Supporting and advising the CEO in decision making

· Leading and supporting the organizational budgeting process

· Ensure that relevant financial data is presented to the CEO and senior leadership team

Partners with human resources to interview, hire, train, evaluate the performance of, and when necessary, discipline and/or discharge employees 

Conducts or participates in the development, review, revision, interpretation, and/or implementation of policies, procedures, standards, and guidelines 

Oversee risk management and legal activities: letters of agreement, contracts, leases, and other legal documents and agreements

Information technology – working with information technology, ensure the ongoing maintenance and updating of information systems and infrastructure, including hardware, software, and software applications



	QUALIFICATIONS

	Minimum:  Bachelor's degree in a related field and four years experience managing professional level staff.  

Preferred:  An MBA or CPA is preferred. Strong operational experience: ideally has worked in a senior management role for 5+ years in a socially responsible organization with progressive experience.  Demonstrated experience in financial planning and analysis with previous experience overseeing administrative support functions.  Skills should include organizational development, budget and resource development, and strategic planning.  Individual should be action oriented, entrepreneurial, and have an innovative approach to operations management.

	OTHER INFORMATION

	FLSA Code:  Exempt

	ALL RELEVANT INFORMATION IS SUBJECT TO VERIFICATION

	                   Must state Chief Operating Officer on cover sheet

	                      Fax resume to: 770-254-7418 

	                   Or email to: hr@pathwayscsb.org

	APPLICATIONS SHOULD BE FILLED OUT CAREFULLY AND COMPLETELY.  DESCRIBE BACKGROUND IN FULL

	AND MAKE CERTAIN APPLICATION IS SIGNED.  INCOMPLETE APPLICATIONS OR APPLICATIONS WITH

	INSUFFICIENT DETAIL MAY BE RETURNED AND CAN RESULT IN AN APPLICANT NOT BEING CONSIDERED FOR THE VACANCY.

	THIS ANNOUNCEMENT IS OPEN TO ALL QUALIFIED APPLICANTS.

	EMPLOYEES IN THE UNCLASSIFIED SERVICE DO NOT HAVE EMPLOYMENT RIGHTS UNDER THE STATE MERIT

	SYSTEM AND SERVE AT THE PLEASURE OF THE APPOINTING AUTHORITY.  THEY MAY BE DISMISSED FROM

	EMPLOYMENT WITHOUT BENEFIT OF AN EVIDENTIARY HEARING OR OTHER FORMS OF DUE PROCESS.

	IF YOU ARE TRANSFERRING FROM AN AGENCY OTHER THAN A COMMUNITY SERVICE BOARD OR MENTAL

	HEALTH FACILITY, YOU WILL LOSE RETIREMENT BENEFITS THROUGH THE EMPLOYEES RETIREMENT SYSTEM

	AND WILL BECOME ELIGIBLE FOR THE 401K PLAN.

	EQUAL OPPORTUNITY EMPLOYER














