NETWORK A
Executive Director
Job Description

JOB SUMMARY
Administers, coordinates, and supports the operation of the Cooperative.

JOB QUALIFICATIONS
Education:
Masters' degree in Business or Health related area preferred.

Minimum

Education:
BS/BA

Licensure:
None

Experience:
Experience in healthcare organization or system structure.  Experience in 
working with CEO's of healthcare entities preferred, medical staff 

interaction desired.  Experience at successful grant writing sought.

Skills:
Management and communication skills required.  Must be able to handle 
high degree of detail and be able to manage several ongoing projects at one time.  Excellent verbal, written communication and presentation skills required.

ENVIRONMENTAL AND WORKING CONDITIONS
Will attend regular meetings in various locations throughout the region, as well as occasional meetings within and without the State.  Must have own automobile and ability to drive.  

RESPONSIBILITIES AND STANDARDS
RESPONSIBILITY



STANDARDS

1.  Coordinate the activities,  

     responsibilities, and 

     functions of COOPERATIVE meetings.






       1.1
Plans and prepares the agendas and notices 






for meetings according to established guidelines 





and time frames.


1.2
Attends as available Cooperative meetings, including its Board of Directors, committees, and sub-committees.  Conducts such meetings as appropriate.

1.3
Prepares periodic, special reports, other documents, and deliverables as required for formal agreements of COOPERATIVE.

1.4
Ensures completion, recording, and distribution 
  




of official minutes of COOPERATIVE meetings.






       1.5
Consults with Board and committee 







chairpersons on a monthly basis, or as needed, 






to discuss programs and objectives. 






       1.6
Implements policies, plans, projects, and 






programs as directed by the Board.

2.  Contributes to the strategic planning 

     and effective operation of COOPERATIVE.






       2.1
Consults with Board to develop and implement 






Strategic Plan.

2.2
Ensures preparation of COOPERATIVE financial reports and records according to established procedures and time frames.  

2.3
Ensures preparation of billings and payment of obligations in coordination with Secretary/Treasurer.






       2.4
Coordinates with accountant/auditor to ensure 






compliance with all IRS regulations.






       2.5
Works with Board to develop annual capital  






and operating budgets by due date established.

RESPONSIBILITIES AND STANDARDS (continued)
RESPONSIBILITY



STANDARDS

3.  Revenue Generating Activities

     and Business Opportunities






       3.1
Maintains and disseminates information about 






grant funding programs.

3.2
Facilitates project identification and design by planning and coordinating meetings among Directors, committee heads, and appropriate agencies.  Evaluates programs to ensure projects are realistic in terms of COOPERATIVE ability to meet funding source criteria.






       3.3
Completes pre-application and full application 






packages, gathering and including all necessary 






supporting data.

3.4 Maintains necessary documentation and reporting in accordance with funding source requirements.

3.5 Seeks projects for building revenue streams over time to offset operational costs for the network

