CCC JODB DESCRIPTION:

DIRECTOR OF DEVELOPMENT AND ADMINISTRATIVE
OVERSIGHT (DDA)

We seek a skilled, successful and creative deve]opment Proxcessiona! whois also

able to Provide administrative oversig]ﬁt and work co”aborative]g with staff and

VOIUﬂtCCFS in our sma” mental l’:ealth agency. Tl‘ns PCI‘SOI’] Wl” serve as Co-

Director and rePresent our mission: ¢ transqcorming lives and l'aea!ing

relationslﬁips”

I. Hours and Benefits

1. Salary

50 hOUI’S per week to start
More hOUI’S Possible with demonstrated success and need

Medical and retirement benefits

Commensurate with skills and exPerience

Possibilitg of increase with demonstrated success

1. Development ResPonsibilities: create sustainable Funding forccc

oPera’cions

THIS IS THE PRIMARY RESPONSIBILITY OF THIS
POSITION

ExPand and cultivate base of major donors

Research and execute all grants, maintain re]ations}‘:ips
Maintain and cultivate re!ationsl'xilas with existing donors
Create and execute Fundraising events

Cultivate community awareness and re!ationsl'xilas with CCC
Cultivate media awareness

Oversee website and all donor communications

IV. Fiscal Reslaonsibilities

Perform accounting functions in corjunction with outside CPA
PrePare draft annual budget, work with Finance Committee to
finalize

Serve on Finance Committee

PrePare montHg rcPor’cs for Finance Committee and Board

Pag bills



V. ResPonsibi!ities to Board of Directors
»  Communicate regular!g about status and Plans
" Organize monthly meetings
*  Provide leaderslﬂip and initiative to Board on ?undraising
" Meet monthly and as needed with Executive Committee of
Board
= Organize and lead Board Retreat
VI. Administrative ResPonsibilities and skills
. ComPuter ProFiciencg as needed
. SuPervise administrative aspects of OM performance
= Work co”aborativelg with other staff to see that all needed
tasks are accomPlisheé

= Serve as liaison with St. Thomas Church
VII. Other duties as determined bg Board

THE CENTER FOR COMMUNITY COUNSELING IS AN EQUAL
OPPORTUNITY EMPLOYER.

Send resume, cover letter and letters of recommendation to:
Attn: Nancy Weisel, Clinical Director

Center for Community Counseling

1465 Coburg Road

Eugene, OR 97401

OR send via e-mail to: nancy@ccceugene.org



