Position Title:
HEART Director (regular, salaried)

Reports to:

Pro Youth Executive Director

Date:


April 2001

Responsibilities:

· Develop and maintain safe, structured HEART after-school learning programs at participating schools. 
· Manage and oversee HEART operations and budget including grant and contract preparation and administration.
· Follow policies and guidelines using good judgement, prioritization skills and ability to work collaboratively.
· Assist in developing funding sources for sustainability and expansion.
· Expand and strengthen partnerships to promote and strengthen the HEART program.
· Work effectively with Pro Youth Executive Director to accomplish HEART program vision
Duties:

· Work effectively with Principals, teachers, staff, community members, local government, Federal and State representatives to effectively implement the HEART after school program at school sites.

· Manage HEART contracts and grants, including negotiating, monitoring and reporting.

· Manage HEART program staff and operations within guidelines set by HEART Policy Board, Pro Youth, and consistent with Federal, State or other grant requirements.

· Develop and implement human resource and operational policies that ensure the quality of HEART program operations.

· Manage development and implementation staff training and development programs.

· Assist in developing and maintaining internal information systems to analyze and track program data.

· Assist in development of community resources to support after school activities and provide positive experiences for children.

· Assist in developing and implementing an effective marketing and media relations program to raise community consciousness about the progress and importance of after-school programs for children.

· Assist in funding development to include federal, state, county, city and private sources.

· Develop effective evaluation of all phases of HEART to assure goals and guidelines have been met and submit timely reports to funding agencies, HEART Policy Board, Pro Youth and other partners.

· Make periodic inspections at sites to maintain quality control and health and safety requirements.

· Participate in public policy development that address the needs of children.

· Perform other related duties as assigned.

Qualifications:

I. Knowledge or experience in:

· Leadership and management

· Program planning, development and administration

· Grant development and management

· Coalition building

· Public speaking and media relations

· Effective Oral & Written Communication Skills

II. License Requirement:

· Valid California Driver’s License

