Position Available
Executive Administrator

Island Commons Resource Center

The Board of Directors of the Island Commons Resource Center seeks to fill the post of Executive Administrator, a full-time position.  We are looking for a person with strong interpersonal and communication skills, who is a team-builder, someone with excellent supervisory skills who pays attention to details and who can enhance our relationship with the Chebeague Island community. 

Salary range: Low to high $40’s depending upon qualifications, plus health, dental and life insurance benefits.  Training will be provided. 

Duties/Responsibilities of the Administrative Director:
Reports To: Board of Directors 




Probationary Period: 3 months   

Evaluation: After the 3-month probationary period and annually on the employee’s anniversary date.

Job Description: 

Licensing/Regulation Compliance 

Oversee the daily operation of the facility.  Ensure that the facility and its operations are in compliance with all aspects of Maine State Regulations for Level IV PNMI facilities. Act as liaison with State licensing office.  Complete all required training.

Staffing

· Hire new employees as needed. Ensure that all paperwork is complete and in employee files according to state regulation.  Oversee background check on all new hires. Complete annual employee performance evaluations. Provide regular coaching and feedback

· Oversee scheduling to ensure that all shifts are filled with appropriate coverage according to state regulation. Ensure all certifications are kept up to date.  Provide on-going training to staff as required by regulation. 

· Address staff concerns expeditiously; arrange for staff team-building and training.

Property Management

Oversee maintenance and security of building and grounds.
Resident Care

● Organize move-in dates with resident/family for new admissions

● Ensure all appropriate paperwork and assessments are complete and in compliance with state regulations.  Ensure that all medical procedures are followed

● Address resident/family concerns expeditiously

Operations

● Ensure that menu planning, maintenance, scheduling and safety preparedness are complete and up to date. 
Communication

● Work with board of directors. 

● Meet with residents and/or families on an as-needed basis

● Meet with staff and state licensing agents 

● Help build ties with the Chebeague Island community

Deadline for applying: January 15, 2009

Send a resume to:

Sally Ballard, Board Chairman

497 North Road

Chebeague Island, ME 04017

The Island Commons Resource Center is an Equal Opportunity Employer. 

Date: December 31, 2008

