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Position: Chief Administrative Officer, Executive Director
Location: 2314 Pisgah Rd. Florence, SC 29501
Close date:  May 21, 2023

About the Council of Governments: 
The Mission of the Pee Dee Regional Council of Governments is to assist local governments and organizations in a wide variety of planning, economic development, workforce investment and other technical services that will help meet the human and physical development needs of the region. 

Pee Dee Regional Council of Governments (COG) is one of ten regional planning and technical assistance organizations in South Carolina, and is organized by state law to serve local governments in Chesterfield, Darlington, Dillon, Florence, Marion and Marlboro counties. The Council is governed by a 24-member Board of Directors appointed by County Councils in each of the six member counties. The Board also includes members of the state legislature who serve in an ex-officio capacity. The Council is financially supported by per-capita contributions from the six member counties, an appropriation from the State of South Carolina, direct service contracts and other sources. 
South Carolina has a total of 10 Council of Governments around the state that operate to support our counties.  Each of the 10 Cogs provides technical assistance, secures funding to address critical issues, and advocates at the state and national level for the economic and quality of life improvements for our communities. Pee Dee Regional COG currently has 15 employees. 

The Pee Dee Regional Council of Governments is seeking qualified candidates:

JOB SUMMARY: 
The Executive Director exercises administrative responsibility for the Council of Governments, and is directly accountable to the Chairperson, Executive Committee, and Board of Directors. The Executive Director oversees daily operations and programs, sets the standards for the organization, and is the liaison between the Council of Governments and the counties & localities. The Executive Director plans, manages, and oversees COG Staff daily, and is responsible for planning, implementation and administration of the COG’s work programs and budget. 

KNOWLEDGE, SKILLS & ABILITIES 
· Strong organizational, administrative, personnel management and project coordination skills.
· Proficient knowledge of the principles and practices of public administration. 
· Extensive knowledge of the practices of land use for local and regional planning.
· Ability to establish and maintain effective relationships with Board, staff, municipal leaders, business leaders, State and Federal leadership, the public and other stakeholders.
· Desire to establish and maintain positive relationships with the local community, businesses, consultants, boards, governmental agencies, and the general public. 
· Sound fiscal management skills and demonstrated ability to manage a complex public.
organization with multiple funding sources.
· Experienced in developing grant applications and administering grant funded programs.
· Aware of local codes, laws, and regulations. Knowledge of pertinent State and Federal laws and practices. 
· Proficient in reading, analyzing and discerning information, reports, and statements.
· Diplomatic & Mature problem solver 
· Technology proficient, Be knowledgeable in the operation of office equipment.
· Strong written and oral communication skills.

RESPONSIBILITIES AND DUTIES: 
Administrative/Management:

· Appoints, manages, and evaluates the performance of all staff of the COG, oversees 
professional development and monitors staffing patterns and workloads. Ensure and promote a healthy work environment. Encourage and provide opportunities for staff and board development and communication. 

· Appoints, manages, and evaluates consultants, as necessary.

· Responsible for supervision and management of annual audit and related issues such
as identification and resolution of shared expenses. 

· Mange, direct and implement goals, programs, and policies established and approved by the Board of Directors. 

· Monitor financial processes and reporting to grantor agencies and appropriate state and federal agencies. Ensure the terms and conditions of all contracts are being adhered to. 

· Preside along next to the Chairman of the Board to facilitate regularly scheduled meetings. Knowledge and experience in governing public meetings. 

· Other responsibilities that arise, that exhibit and demonstrate the best interests of the COG.


EDUCATION AND QUALIFICATIONS:

Combination of education, training or experience that provides the knowledge, skill and abilities required to perform and excel in functions of the job. A master’s degree is preferred, however related experience and training will be considered. 
Minimum: 
· Bachelor’s degree in public administration, Business Administration, or closely related field
· 5-10 years in senior level management 
· Knowledge of local opportunities and challenges
Must possess and maintain a valid State driver’s license.
Must pass background check.

SALARY AND BENEFITS:
Salary will be commensurate with experience and education.
Participation in SC Retirement System is a condition of employment. Agency offers SC State health, dental, vision, and life insurance, optional deferred compensation plans, paid vacation, sick leave, and holidays.
TO APPLY: 
Those interested should submit a cover letter and resume with a minimum of (3) references to the Pee Dee Regional Council of Governments, Attn: Alicia Pippin: P.O. Box 5719, Florence, SC 29502, or Email: apippin@peedeecog.org  Email: jbrown@peedeecog.org	
Additional information is available on the agency’s website at www.peedeecog.org.

Statement: 
Pee Dee Regional Council of Governments provides equal employment opportunities to all employees and applicants for employment and prohibits discrimination and harassment of any type without regard to race, color, religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual orientation, gender identity or expression, or any other characteristic protected by federal, state, or local laws.
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