


		Executive Director I
	[image: Oklahoma Office of Management and Enterprise Services logo.]







		Job Code
E71A
	Job Family
Executive Director

	Job Level
I

	Salary Band

	Last Updated Date







	Basic Purpose

		This position functions as the Executive Director of an agency, board, or commission for the state of Oklahoma. The position is responsible for planning, organizing, directing, and coordinating services and operations of all divisions, department, offices, and functions of the Agency to achieve its mission, vision, short- and long-term goals and objectives. The position implements and directs the program(s) and administrative support area(s) through subordinate executive level staff in accordance with federal and state law, and program policies, principles, and procedures. The position will proactively review agency programs and services and ensure that appropriate action is taken to meet identified, regulatory, and consumer expectations, needs, and requirements.






	Typical Functions


		· Plans and implements policies and procedures to achieve current and future programmatic and operational objectives in accordance with regulatory rules, federal and state statutes, and appropriate principles, policies, and practices to achieve positive outcomes for agency programs and consumers.  Ensures overall operations of the agency align with its mission, vision, and values.  
· Directs senior level executive staff, and others in the planning, developing, and implementing of strategies in the operations of agency programs and administrative support functions.  
· Makes recommendations and provides input for decision making to the Commission or Board of the agency and ensures the approved action is implemented.
· Develops and maintains cooperative relationships with the Governor’s Office, Legislature, stakeholders, community partners, and other officials, both federal and state, to assure the fulfillment of the agency’s mission; represents the agency at various meetings; reviews and makes decisions on sensitive issues and situations.
· Acquires, administers, and allocates resources necessary to support program implementation; approves plans that are developed in response to service needs; monitors plan implementation and evaluates effectiveness; oversees the budget process with the Chief Financial Officer, senior level executive staff and other entities as is appropriate.
· Directs the development and implementation of goals, policies and procedures for both programs and administrative support areas of the agency through subordinate personnel; reviews policy implementation and results to ensure that programs and policies are being implemented and adjusted as necessary and that appropriate results are achieved.
· Analyzes the impact of the programs and services provided by the agency considering the perspectives of multiple communities, socio-economic groups, stakeholders, policy makers, and local, state, and federal partners.  
· Participates in the legislative process to meet agency needs to achieve stated outcomes of the agency.  This may include drafting legislation, explaining budgetary requests, meeting with legislators and legislative staff on bills, and agency partners and stakeholders to ensure agency has necessary statutes, policies, and rules to administer agency programs efficiently and effectively.  
	· 






	Level Descriptor
Levels are distinguished based on the complexity of assigned duties, the level of expertise required for completion of work assignments, and the responsibility assigned for the supervision of others.  Distinction between levels is based on factors such as the breadth and depth of the agency’s overall program(s) and services, complexity of operations, structure, and staff, and the impact of the programs and services provided to the citizens of the state of Oklahoma.  

			This is the leadership level where the incumbent serves as the Executive Director of an agency, commission, or board that provides services or performs work that are exclusive to a specific business or constituency.  The incumbent manages senior level executive management, such as deputy directors, chief officers, division directors, or other management level subordinates within the agency.  

Position is provided with technical and administrative freedom to plan, develop and organize all phases of the work necessary for its completion within broad program guidelines. 









	Knowledge, Skills, Abilities and Competencies

	Knowledge, Skills, and Abilities required at this level include knowledge of federal and state laws governing agency programs; rules, regulations, and policies governing agency programs; organizational design, structure, and function appropriate for the size of the agency; quality and project management principles and practices; business processes and technologies used in the delivery of agency services, establishing attainable metrics and methodologies to determine the success of agency programs; and the administrative and legislative processes to represent the Agency.

Skill required in establishing and maintaining effective working relationships with a wide variety of entities and persons; demonstrating ethical behavior; problem-solving and analysis; and developing and managing staff to achieve performance standards. 

Ability is required to create and maintain a supportive and inclusive work environment; to develop appropriate communication channels to reach diverse audiences, specifically racial, ethnical, socioeconomic, and intellectually or developmental challenged; and anticipate the effect of an agency’s program and its implementation or change to various communities through analysis and outcomes.  




	Education and Experience

			Education and Experience requirements at this level consist of a bachelor’s degree plus five (5) years of progressively responsible supervisory experience in executive management.










	Special Requirements

		Certain agencies may require specific education or experience requirements relevant to agency needs. 
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