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St. Johns County Council on Aging

EXECUTIVE DIRECTOR 
JOB DESCRIPTION


ORGANIZATION

St Johns County Council on Aging (COA), a 501(c)(3) nonprofit organization, has been dedicated to serving St. Johns County Florida’s older adults, their families, and caregivers since 1974. COA offers a comprehensive array of programs and services that help older adults maintain their independence, remain in the comfort of their homes for as long as possible, and enjoy quality of life at every age. 

NATURE OF WORK

The Executive Director of Council on Aging is the top leadership position in the agency, responsible for overseeing all aspects of the organization's operations and ensuring its mission is achieved. The Executive Director leads staff, manages finances, helps to develop and implement strategic plans, and cultivates relationships with stakeholders. 

Essentially, the Executive Director is the bridge between the board of directors, staff, and the community, driving the success and impact of Council on Aging. 

REPORTS TO
Board of Directors
MAJOR DUTIES AND RESPONSIBILITES

· Strategic Leadership:
Working with the Board of Directors to develop the agency's strategic plan and implementing that plan, aligning the agency activities with its mission, and ensuring long-term success. 

· Financial Management:
Overseeing the budget, fundraising efforts, and financial reporting, ensuring fiscal responsibility and transparency. 

· Program Development:
Leading the development and implementation of programs that align with the Council on Aging’s mission and address community needs. 

· Staff Management:
Hiring, managing, and motivating staff, fostering a positive and productive work environment. 

· Stakeholder Engagement:
Building and maintaining relationships with donors, volunteers, government funding agencies, partners, and the broader community. 

· Fundraising:
Developing and executing fundraising strategies to secure financial resources for the agency. 

Board Relations:
Working closely with the Board of Directors, providing regular updates, and seeking guidance on strategic direction. 

· Advocacy and Outreach:
Representing Council on Aging in the community, developing and maintaining a highly positive reputation for the agency,  and advocating for its mission and programs. 

KEY SKILLS AND QUALIFICATIONS:

· Passion for the Mission:
Commitment to Council on Aging’s  mission and a dedication to making a positive impact on the lives of older residents and the community. 

· Leadership and Management:
Ability to lead, motivate, and manage teams, fostering a collaborative and results-oriented environment. 

· Fundraising Experience:
Demonstrated success in fundraising and development activities. 

· Strategic Thinking:
Strong strategic planning and implementation skills, with the ability to help develop and execute a long-term vision for the organization. 

· Communication and Interpersonal Skills:
Excellent communication skills, both written and verbal, with the ability to build relationships with diverse stakeholders. 

· Financial Acumen:
Understanding of financial management principles, budgeting, and fundraising strategies. 

· Nonprofit Knowledge:
Understanding of the unique challenges and opportunities of the nonprofit sector.

The Executive Director salary based on qualifications and experience at a wage determined by the Board of Directors’ Executive Committee.  

St Johns County Council on Aging is an EOE/Affirmative Action employer.  All qualified applicants will receive consideration for employment without regard to race, color, religion, age, sex, sexual orientation, gender identity, gender expression, national origin, disability or veteran status. Drug Free Workplace

Requirements/Other
Background Screening with the Department of Elder Affairs and Agency for Health Care Administration
How to Apply
Please apply with a resume in PDF format to dcottrell@stjohnscoa.com that addresses your qualifications and ability to fulfill the responsibilities outlined above. Applicants will be reviewed and processed in the order received until the position is secured.
St. Johns County Council On Aging 
(https://coasjc.org/) 
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