Easter Seals, Inc.
Job Description
Job Title:
Senior Director, Project ACTION &  
Transportation Initiatives 
Department: 

Easter Seals Office of Public Affairs
Reports To:

Executive Vice President, Public Affairs  
FLSA Status:

Exempt
Prepared Date:
9.11.07
Location:

Office of Public Affairs; Washington, D.C.

SUMMARY

Responsible for leading Easter Seals Project ACTION, National Center on Senior Transportation, and other transportation and mobility initiatives, including visioning, planning, developing, coordinating, managing, expanding, and reporting activities. Manages staff and represents and serves as liaison to funding agencies, government, disability, aging, and transportation interests, and other stakeholders on transportation activities.  
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

Manages transportation and mobility programs based at Easter Seals’ Office of Public Affairs in accordance with approved work plans, timelines, budgets and organizational processes and procedures. 
Provides all needed proposals, work plans, reports and budgetary information to Easter Seals headquarters, federal authorities and other entities, as required.
Collaborates with federal, state and other government agencies, aging, disability, human service, transportation, and other organizations and interests to promote accessible transportation and mobility.    

Oversees development, updating, monitoring, and improvement of Web sites, other on-line communications, print, and other resources serving Easter Seals Project ACTION, NCST, and other initiatives. 
Supervises the work of transportation and mobility project staff; oversees staff performance, including appraisals, promotions, probation, raises, job descriptions, work load, and voluntary and involuntary separations.
Leads visioning and short and long term planning and coordination for existing and potential transportation and mobility activities, consistent with organizational goals and objectives. 

Presents and provides information for and about the issues and activities of Easter Seals Project ACTION, NCST, and other transportation and mobility projects at national conferences, meetings, and other events.   
Oversees and assists, as needed, in planning and executing Easter Seals Project ACTION, NCST, and other events and meetings. 
Assists, as needed, in responding to queries for information via telephone, electronically or mail. 

Enthusiastically supports and works with staff by conducting business ethically and with integrity; demonstrating respect for fellow colleagues; showing dedication to improving quality and is committed to customer service.
Understands and endorses Easter Seals mission and values. 
Performs other duties, as assigned.
Qualifications: To perform this job successfully, an individual must be able to carryout each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Must possess:
Ability to establish and sustain relationships with multiple individuals, organizations and agencies.
Familiarity with the workings of the federal government.
Ability to monitor and conduct assignments from inception to conclusion within prescribed timelines and budgets. 

Skill in translating concepts and ideas into competitive proposals, work plans and budgets. 

Ability to support and involve National Steering/Advisory Committees with agendas, assignments and satisfactory meeting logistics. 

Superior presentation and written communication skills.
Ability to work with and motivate a variety of people effectively, positively and patiently.
Ability to effectively manage projects and activities, personnel, deadlines and budgets.
Ability to work independently.

Ability to travel.

EDUCATION and/or EXPERIENCE 
Bachelor’s Degree or higher in a related field with preference for an advanced degree 
Understanding of and experience with transportation, mobility, and accessibility issues affecting people with disabilities and older adults, with transportation providers and personnel, and with business, government, and professional interests that interact with these individuals, their families and their communities.

Experience working in the non-profit and/or government environment. 

Ten or more years of progressively more responsible management experience.
Employee:
___________________________________    Date:_______________
Supervisor:
___________________________________    Date:_______________
The above statements are intended to describe the general nature and level of work being performed.  They are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel so classified.  
