Oceti Sakowin Education Consortium

Executive Director Job Description

Job Responsibilites:

1.
Consortium Communications:

A.
Use the web site to inform and document activities.  

· Update web site using Dreamweaver 

· Use the web site to manage projects

· Use the web site to post governance documentation

B.
Providing Information for all school administrators of common concerns and activities

· Act as a liaison between schools and other organizations (including BIE, SD DOE, US DOE, etc).

· Assure that OSEC staff are communicating with schools related to OSEC activities.  Work with staff on reporting activities to schools and school boards specifically.

C.
Regular and ongoing communications with staff, including monthly meetings with program directors.

D.
Board and Membership activities

· Develop agendas for board and membership meetings

· Assist board in policy development

· Oversee development of Consortium Strategic Planning.

2.
Oversight

A.
Budgets/Finance

· Development and oversight of Budgets

· Responsible for all financial expenditures according to budgets

· Assure budget reporting to board

B.
Development Activities

· Contracting: Direct development of all contracts between member schools and OSEC.  Assure staff load balances and adjusts to needs of schools, distances and weather conditions.

· Needs Assessments: Networking with superintendents and other school leaders to determine needs.  To include creating surveys, analysis of data, reviewing published and non-published sources of data. 

· Program Development: Determined by the needs of the consortium.  For example: Special Education, Gear Up, Alternative AYP, Carol M White, and other collaborative work as needed. 

· Grant Writing: Write grants for consortium and member schools.
C.
Staff Management

· Provide regular oversight of consortium staff either through direct interaction or through program directors. This includes leading planning for in-service activities, coordinating with business office on personnel matters, keeping an open dialogue with school administrators concerning staffing quality and concerns, intervention when staff do not perform to expectation.

· Attend job fairs, recruitment of staff, interviewing potential staff, coordination of program directors in selection of new staff.

· Assure staff are competitively paid, supplied with all necessary equipment and transportation and that professional needs are met to assure service to schools.

· Assure staff have met background requirements and certification requirements.

· Assure board policies and procedures are implemented

· Review and issue staff contracts.

· Assure all staff are evaluated annually

3.
State and Regional Interaction



Boards

Serves on the MAPLE Principal Partner Board, meets with State Cooperative Directors, meets with Voices of the Children, and other organizations that have a common interest with OSEC.



State Interaction

Interact with the State of South Dakota in either an advisory capacity or in a problem-solving capacity. Attend regular meetings with State Director of Indian Education.

Federal Interaction

Work directly with BIE regarding alternative definition of AYP and other OSEC activities. 

4.
Other Duties as assigned by board.
Candidate Qualifications:

Minimum Education:  Masters degree in an educational related field.

Must be able to pass background check

Experience:


Minimum 3 years experience at an administrative management level.

Demonstrate a working knowledge of:

BIE funded school management and public school management, Lakota/Dakota history, culture and language, Individuals with Disabilities Education Act for State and Federally funded schools, Federal Grants Management, Large and small group collaboration, Non-Profit Management, Tribal laws pertaining to education and employment

Preferred 

Able to obtain a South Dakota Superintendent's certification. 
