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Job Description

Chapter Director, Indiana Chapter of National Children’s Alliance

Salary:
Contractual position at $xx.xx per hour; not to exceed an amount of hours determined by the Board of Directors.  

Reports To: 
Executive Committee of Indiana Chapter, working closely with President.

Educational Requirements: 

Bachelor’s Degree or related experience preferred.

Knowledge of and experience with computer and clerical procedures.

Knowledge of and experience writing private, state and federal grants for funding of Chapter programs and projects.

Responsible for facilitating the development, growth and continuation of children’s advocacy centers in the State of Indiana through education and training, mentoring, collaboration, advocacy, legislation and development of resources with direction from the Chapter Executive Committee of the Indiana Chapter of National Children’s Alliance.  

Duties include, but are not limited to:


Execute the Annual Work Plan (based on the Chapter’s Strategic Plan) as approved by the Chapter Executive Committee.

Work with Chapter Treasurer to ensure that the Chapter’s budget aligns strategically with Chapter goals.

Facilitate/manage sub-award grants of NCA accredited Children’s Advocacy Centers as described in NCA grant guidelines.
Facilitate the NCA Outcome Measurement System for the Chapter members who have signed an MOU with the Chapter to use the OMS to evaluate the services provided to their clients, families and multidisciplinary team members.

Coordinate/schedule speaking engagements by Chapter members representing the Chapter and promoting the children’s advocacy center movement.  Provide training and speaking materials for these activities as requested by individual speakers.


Initiate and facilitate email, phone, fax and post mail to and among Chapter members to share and gather information relevant and important to Chapter members.


Research, write and submit funding grants for the purpose of financially supporting the mission of the Indiana Chapter.


Facilitate special projects undertaken by the Indiana Chapter to promote the growth of children’s advocacy centers throughout the state.

Support and assist in facilitating the efforts of professionals across the state in starting children’s advocacy centers.  
Develop and foster business and collaborative relationships with those state agencies that support the mission if the State Chapter and the child advocacy center model.
Plan and execute meetings of the Indiana Chapter including preparing the agenda, training materials, evaluation forms and making lunch available.

Provide appropriate and relevant training and/or guest speakers as needed for the education of Indiana Chapter members.

Issue notice of all meetings, record; publish/distribute accurate meeting minutes.

Maintain and keep current:

A list of Indiana Chapter members and those professionals throughout the state who are interested in starting a children’s advocacy center.  Distribute this list to all Chapter members on a regular basis.

Records of National Children’s Alliance membership status.  Assist those members applying for or membership in National Children’s Alliance.

Website, Facebook,Twitter of the Indiana Chapter.  

Indiana Chapter brochure and distribute the brochure where necessary to promote the children’s advocacy center movement.

Map of Indiana representing Children’s Advocacy Centers, Department of Child Services Regions, and ChildFirst Indiana trained professionals and anything else that visually represents the growth of the advocacy center movement in Indiana.

Archives of the Indiana Chapter.  

Execute other duties assigned by the Executive Committee/Board of Directors of the Indiana Chapter.

Employment:
The Indiana Chapter shall maintain a policy by which no person shall be discriminated against because of race, age, sex, religion, color, national origin, marital status, handicap, disability, sexual preference or any other protected status.

All employment will be formally evaluated at the conclusion of a 90 day probationary period, at 6 months and on an annual basis.

All employment relationships with the Indiana Chapter of National Children’s Alliance are of an at-will nature and may be terminated at any time, with or without cause, and with or without notice.  Nothing in any job description employment agreement, personnel policy, or future evaluation shall alter the at-will nature of this contract.
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