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CHILDREN'S SERVICES COUNCIL OF LEON COUNTY 
POSITION DESCRIPTION 
EXECUTIVE DIRECTOR 
REPORTS TO Governing Council  
  
Position Summary 
The executive director (ED) is the official representative of the Children’s Services Council of 
Leon County (CSCLC). The position is responsible for providing strategic leadership by working 
with the Governing Council to establish long-range goals, strategies, plans and policies to 
improve the lives and outcomes of children, youth and families in Leon County. The ED directs 
the budget, and implements and manages the activities and functions of the organization 
pursuant to its mission and consistent with the directions and delegations of the Governing 
Council.  
 
This is a non-graded position for which compensation is established by the Council.  
 
General Duties 
Planning, budgeting, advocacy, community leadership, implementing, managing and evaluating 
the activities and functions of the CSCLC, and other duties as required.  
 
Specific Duties and Responsibilities 
This position is responsible for the overall operations of the CSCLC. Specific duties may be 
assigned to other personnel with appropriate oversight. Final accountability remains with this 
position.  
 

Planning: 

1. Ensure that a comprehensive plan for the needs of youth in Leon County is developed 
and implemented and that the purposes of § 125.901, Fla. Stat. and Leon County 
Ordinance 2018-03 are met.  

2. Direct the activities of the CSCLC based on the comprehensive plan. 
3. Ensure the comprehensive plan is updated as appropriate. 
4. Institute mechanisms to ensure community involvement in planning processes. 
5. Work with other local planning bodies to ensure coordination and consistency of efforts. 
6. Develop benchmarks to track progress toward strategic goals. 

 
Financial and Program Management: 

1. Preparation, management and oversight of annual budget and funding 
recommendations for Council approval. 

2. Preparation and oversight of budget model forecast for planning purposes. 
3. Establishment of policies and procedures related to the evaluation of funding requests. 
4. Oversight of program and fiscal monitoring of funded programs. 
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Operations Management: 

1. Establish work environment that fosters a productive work culture. 
2. Foster high levels of customer service to ensure effectiveness and further development 

of customer-centered service delivery. 
3. Develop and provide oversight to such organizational plans and procedures as necessary 

for effective operations. 
4. Manage and direct the activities of staff and contractors to ensure programs are 

properly executed and the Council’s priority objectives are achieved. 
5. Lead and ensure effective management of the organization in meeting the statutory 

functions relevant to the CSCLC. 
6. Participate and oversee emergency planning and responses to emergency situations 

when required to do so. 

 
Community Relations and Advocacy: 

1. Establish and oversee mechanisms to communicate the activities of the CSCLC to the 
community. 

2. Develop and foster effective external working relationships with community 
stakeholders within the community in order to address key strategic issues facing the 
community. 

3. Serve as the primary representative of the CSCLC to the community. 
4. Represent the CSCLC at various local and state events addressing issues related to the 

interests and mission of the organization. 
5. Work with local legislative delegation and local elected officials to advance the interests 

of children and families. 
6. Communicate CSCLC positions to providers and the community. 

 
Board Relations: 

1. Provide directional leadership and sound, imaginative advice to the Council on all 
matters relating to Children’s Services Council. 

2. Develop and maintain positive and open relationship and communication with the 
Council. 

3. Ensure the Council is kept informed of relevant policy and operational issues. 
4. Prepare and provide oversight of agendas and supporting materials for Council 

meetings. 
5. Prepare and provide oversight of recommendations as requested by the Council. 
6. Assist the Council chair in matters relating to Council member participation and Council 

meetings. 
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Professional Experience/Qualifications  
The ED is a visionary, strategic, results-oriented leader who has the personal characteristics and 
professional experience to lead the CSCLC. S/he must:  

A. Possess passion for the Council’s mission and the ability to communicate that passion 
with impact to multiple stakeholders.  

B. Be creative and possess the drive, personal dynamism, communication and 
interpersonal skills to be an outstanding advocate, representative and spokesperson.  

C. Be mature, self-assured, able to demonstrate credibility, and command the respect of 
multiple stakeholders, both internally and externally.  

D. Be a strong relationship builder. Ideally, this individual will have been engaged in dealing 
in a political environment, and with government entities, the media and the 
organizations of the kind that are supported by CSCLC.  

E. Possess a collaborative style, and diplomatic and persuasive skills, including the ability to 
build strong and effective teams. 

F. Demonstrate cultural competence, be sensitive to the needs of the diverse communities 
of Leon County, and possess the credibility to partner and engage with the leaders of 
those communities.  

G. Have strong business acumen and be performance oriented, including experience in 
results-based accountability and managing large budgets. 

H. Have a highly developed ability to prepare and analyze statistical information. 
I. Possess a strong grounding in the fundamentals of general management, financial 

management, strategic planning, and be well-organized and resourceful.  

 
 
Minimum Educational Requirements 

1. A Bachelor’s degree in Public Administration, Business Management, Social Sciences, 
Education Administration, Educational Leadership or other related area of specialization 
(preferred), with a minimum of eight years’ experience in management/leadership, 
community planning, program development and evaluation, agency budgeting, or 
related activities.  

• A Master’s degree can substitute for up to two years professional experience.  

 
 
Scope of Responsibility 
Errors of fact, interpretation or judgment can result in significant monetary and human 
resources losses and undermines the overall effectiveness and success of the CSCLC. The ED has 
access to the most proprietary information regarding the organization’s strategy, finances, and 
internal information, and is expected to demonstrate the highest levels of discretion and 
business conduct and ethics while complying with all applicable Florida Government in the 
Sunshine law requirements.  
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All applications are subject to the Florida Government in the Sunshine meaning all applications 
will be made available to members of the public upon request and all deliberations concerning 
the selection of the ED, including interviews, will be conducted during public meetings.  
 
 
Compensation  
The anticipated salary range is $95,000 - $125,000 plus benefits, commensurate with 
experience and qualifications.  
 
Application Deadline  
Apply no later than 5 p.m., August 20, 2021, to be considered in the initial screening.  
 
Application Procedure 
Email resume, cover letter and salary history/requirements to hmcphail@cscleon.org. Include 
“CSCLC, Executive Director – (Your name)” in subject line. Due to the high volume of interest, 
we cannot accept phone calls.  
 
Anticipated Start Date 
November 1, 2021 

mailto:hmcphail@cscleon.org

