Down Syndrome Association of Central Kentucky

Job Description

Job Title:

Program Coordinator

Reports to: 

Board of Directors
Position Summary:


The Program Coordinator is responsible for the overall administration and 
management of the Down Syndrome Association of Central Kentucky, including service 
programs, fundraising, and business operations. Areas of responsibility include 
planning and evaluation, policy development and administration, personnel and fiscal 
management, and public relations. This is a contract position, hired by and directly 
accountable to the board through its elected board chair.

Functions of the Position:

· Clarifies and communicates the organization’s mission, vision, goals and strategies

· Plans, develops and establishes policies and objectives of the DSACK in accordance with Board directives, articles of incorporation and by-laws.

· Directs day-to-day operations of the organization.  

· Directs all organizational communications, scheduling, task tracking, reporting, programs and services.

· Attends all board meetings and committee meetings, as appropriate

· Acts as consultant to the board and its committees

· Manages staff and volunteers

Education and Experience:

· Bachelor’s Degree preferred

· At least five years overall management experience - experience in the nonprofit sector helpful.

Additional Qualifications:

· Highly motivated individual who is a self-starter and able to motivate others. 

· Proficient in computer skills and document development. 

· Experience in fundraising & development work helpful.

· Experience working with a board of directors helpful.

· Demonstrated sensitivity, awareness and commitment to supporting individuals with Down syndrome and their families.

· Strong relationship-builder with a proven ability to establish ongoing relationships.  

· Team player with a commitment to professional development, as well as a management style that is inclusive, recognizing and valuing the critical the role of the DSACK volunteers in the efforts of the whole organization.

· Organized, with demonstrated experience and sincere interest in managing operations and budgeting.

· Superior level of interpersonal, written and oral communications skills.

