RESOLUTION #FY2019- 11

Approval of Revised Executive Director Position Description
December 20, 2018

Whereas, the Wood County Alcohol, Drug Addiction and Mental Health Services Board (Board)
needs to hire a new Executive Director; and

Whereas, the position description for the Board’s Executive Director needs to be updated for
accuracy, and

Whereas, the Executive Director position description is necessary for posting as part of the
search process for hiring a new Executive Director:

Therefore, be it resolved, that the Wood County Alcohol, Drug Addiction and Mental Health
Services Board hereby approves the attached updated position description for the Board’s
Executive Director.

Board Members Yes No | Absent Abstain

Allen Baer

| 4

Jessica Clements

Leanne Eby X

Stan Edwards X

Judy Ennis

Erin Hachtel

Marc Jensen

Stan Korducki

il ikt

Dan Lambert

Sue Moore X

=

Corey Speweik

Cary Wise X

Doug Cubberley X

Marc Jensen motioned to approve this resolution Judy Ennis seconded. This resolution is adopted
by the majority of the Board. Resolution passed.
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WOOD COUNTY ADAMHS BOARD
An Equal Opportunity Employer

POSITION DESCRIPTION

o Wood County ADAMHS Board Tom Clemons

Executive Director Executive Director

61612C

Unclassified

Full-time

Exempt-Executive

$90,000-$120,000

Completion of Master’s Degree in the area of alcohol, drug addiction and mental health, with experience in
administration, or a professional administrator with experience in alcohol, drug addiction and mental health or any
equivalent combination of education, training, and experience. Non-Profit experience, organizational skifls, and
business development.

MINIMUM ACCEPTABLE CHARATERISTICS: {*indicates developed after employment)

Knowledge of: basic accounting; budgeting; auditing; finance; board goals and objectives; board policies and
procedures; government structure and process; state laws and/or regulations; public relations; cemmunity
resources and services; human resources management; empioyee training and development; supervisory
principles and practices.

Skill in: cornputer operation; Microsoft Office and relevant software as needed.

Ability to: define probiems, collect data, establish facts, and draw valid conclusions; understand most difficult
classes of concepts; exercise independent judgment and discretion; understand, interpret, and apply laws, rules
or regulations to specific situations; select most qualified applicant according to specifications for referral;
perform basic addition and subtraction; prepare accurate documentation; compile and prepare reports; use
proper research methods to gather data; develop complex reports and position papers; respond to routine
inquiries from public and/or officials; prepare and deliver speeches and presentations; conduct effective
interviews; communicate effectively; understand a variety of written and/or verbal communications; work with
the general public.

’

LISCENSURE OR CERTIFICATION REQUIREMENTS:

Preferred but not required.




EQUIPMENT OPERATED _"Ii'he fo'lio'w':'n'g" areexamplesonlvand are notmtended to be all__in.t_:_l:u.s"i'\_re. :

Computer and modern office eqmpment

INHERENTLY HAZARDOUS OR PHYSICALLY DEMANDING WORKiNG CONDITIIONS

The employee is exposed to, must negotiate, use or work with or in the vicinity of: General office eguipment,
noise, lighting, eye strain, ergonormics, electrical hazards, trip hazards, exits, stairways, ramps, sheiving, portable

fire extmguushers and the general public.

IOB DESCRIPTION AND WORKER CHARACTERISTICS: *©

‘ESSENTIAL FUNCTIONS OF THE POSITION:

and to dep ments and annualty ) the County
Aud:tors and County Commlssmners through the annual County. udget and Appropriation proces

Provides consuitat:o ._o agencnes, ass aatlons ‘orto mdw ( uals _ ho are p owdlng alcohol drug
addiction or mental health services for the Board ; coordrnates and manages Board member educatlon
-'and ma_kes_'_edu_t:etion consultation available to the_prowd_e_r n_'etw_orl_g and to t_he'_ ¢omm_un_ity =

S Researches rewews develops, wntes and executes Board __pollues and procedures for executlon of

2 statute/legtslat:on, department gu:de!mes/rules and Board strategnc pians and Mlssron Statement
. Coordinates and manages the Board through fecrhtatlon of Board meetings and committees orgamza
a5 and pubhcatlon of Board agenda and preparatlon of background research and executwe summartes

: ._Organizes, ma_n_age_s and_impi_emen_ts !eu_y 's:t_r_ategi:es_ _a'n_d: vo_ter_t':_ampai'gns.' G

o _ Ser\res as chaef Iralson to the commumty and to Jurlsdrct:onal entltfes (County Prosecutor Audltor Judges,_
Commrssroners Superintendents of Schools, local department of Human Serwces and Health District}; _
. Serves as a spokesman on behalf of the Board to press and electronic media; Serves as the chief advocate




- of the local system of care; Serves as a client’s rights and grievance officer and arbitrates disputes.

i 1 ﬁ_#P?étﬁ- _he_aj_th_' care .faéi'lifi'eé in the Count

. Meets all job safety require

ets ents and all applicable OSHA safety standards that pertain to essential
- functions. o

'OTHER DUTIES AND RESPONSIBILITIES:

Performs other job related duties as necessary and/or as assigned; Demonstrates regular and predictable
attendance.

This position description in no manner states or implies that these are the only duties and responsibilities to be
performed by the position incumbent. My (employee) signature below signifies that | have reviewed both the

Cover Page(s) and the Inside Page(s} of my position description, and that ! understand the contents of the position
description.

Employee Signature:




