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JASA
(Jewish Association Serving the Aging)

CHIEF ADMINISTRATIVE OFFICER
JASA’s mission is to sustain and enrich the lives of the aging so that they can remain living in the community with dignity and autonomy.  Created in 1968 as a multi-service, autonomous agency affiliated with the Federation of Jewish Philanthropies (now UJA-Federation of New York) to respond to the escalating numbers of elderly New Yorkers requiring coordinated programs and services, JASA continues to fulfill the Jewish value of honoring the elderly by providing services and innovative programs for older adults at all stages of the aging process.  JASA serves elderly of all ethnic and religious backgrounds and is regarded as a trusted community resource throughout the metropolitan area for information, guidance and advocacy concerning the aging.  Their comprehensive and integrated Social Services continuum functions as a safety net for seniors, and particularly for those who are frail, homebound and/or living in poverty.  Highly skilled staff, committed volunteers and an array of organizational affiliations are at the core of JASA's ability to deliver high quality and comprehensive services.  Each year, they enable 53,000 seniors to live their lives independently.
In 2011, JASA made some major changes as part of a rebranding effort to increase visibility and support.  The agency was revitalized with a new name (Jewish Association Serving the Aging) new logo and new slogan (“staying alive for as long as we live”).  In addition, JASA has been working with Maloney & Fox, a public relations agency, to place stories about JASA in local media, further increasing brand awareness.  JASA’s website is being redesigned, and will be relaunched in 2012.  In September 2011, the organization also moved to new headquarters at 247 West 37th Street, Ninth Floor, New York, NY  10018.  This rebranding will also be utilized to capture the “boomer generation,” introducing them to JASA as supporters, volunteers, and clients.
SERVICES
JASA’s vast continuum of services is carefully designed to meet the complex needs of today’s seniors through individual assistance and group programming.  This year:

· 1.3 million meals were delivered to over 2,000 homebound individuals through our Home Delivered Meals program;

· 53,000 senior’s lives were improved by JASA’s programs and services;

· 14,000 seniors attended one of our 23 Senior Centers where they benefit from nutritious kosher and non-kosher meals, and a variety of programming including yoga, art, music and trips;

· 8,550 calls were answered by trained social workers at our Sally & Henry Pearce Help Center;

· 5,800 seniors were served at one of our Naturally Occurring Retirement Communities (NORCs) where they were able to stay in their own homes, take part in enrichment programs and benefit from counseling, nursing visits and assistance with home care needs;

· 5,100 seniors received counseling, aid in securing entitlements, help in arranging home care, and assistance in caring for pets through our Case Management program;

· 1,675 frail, at-risk seniors and disabled individuals received intensive case and financial management through our Adult Protective Service and Community Guardian program;

· 700 seniors were assisted by our Elder Abuse & Legal Services team of attorneys and social workers;

· 335 seniors attended our Mental Health Clinics or psychosocial clubs and received in-home evaluations by psychiatrists, treatment for depression or access to individual and group psychotherapy.
JASA provides services through a continuum of programs that help seniors live healthier and more secure lives:

· The Legal/Social Work Elder Abuse Program served seniors who had been victims of physical, emotional and financial abuse.  Of seniors served, 68 percent suffered from psychological abuse, 43 percent from financial abuse and 37 percent from physical abuse;

· Case Management Services seniors and their families support services and counseling at home, equipping them with the resources they need to prevent or combat emergency physical and mental health crises;

· Through JASA’s Adult Protective Services and Community Guardian program at risk clients were stabilized and kept safe in their homes;

· JASA's Social Adult Day Care programs offered information and referral, case management, counseling, and respite services to frail seniors and their caregivers.  Through a combination of physical, social, and mental stimulation, these programs provide support needed by these older adults, many suffering from early-stage dementia, to remain living in their own homes.
New initiatives and expanded existing services that target the most vulnerable clients:

· Our Legal Services for the Elderly in Queens introduced a foreclosure prevention project with the Legal Aid Society and Queens Bar Association as part of a larger statewide initiative to address the current foreclosure crisis that disproportionately affects seniors.  Lawyers assist at-risk homeowners at a walk-in clinic at the Queens Civil Courthouse.

· JASA secured philanthropic funding to augment its existing government funded Caregiver Respite Program in Brooklyn.  The new Caregiver Mentor Cooperative Program offers former caregivers important volunteer roles supporting new caregivers.

Jewish Programming
JASA’s Jewish programs allow seniors to explore Jewish literature, history and philosophy as part of our Institute of Judaic Studies.  We conduct community Passover Seders for seniors who might not otherwise be able to celebrate the holiday.  We also provide Jewish lectures at our Senior Centers.

Advocacy
JASA’s advocacy programs have empowered more than 1,000 seniors through the Joint Public Affairs Committee (JPAC) and the Institute for Senior Action (IFSA).  In 1977, JASA introduced JPAC to mobilize our growing population of seniors, strengthen leadership, and promote civic engagement.  IFSA is a 10-week training program that empowers and educates older adults on how to become their own advocates.
IFSA also provides mini-trainings, senior internships at community-based organizations and IFSA Cafés throughout the city.  Today, this initiative encourages participation by the newest generation of older adults – many of whom are still pursuing careers.

Cultural Programming
JASA has a range of cultural programs for recent retirees or those thinking about retirement.  Sundays at JASA is a college-level continuing education program attended by over 200 adults age 55 and over.  NextAct Lectures are seminar series for individuals looking to explore new interests and meet new people.  JASA on the Road is a three-day excursion to Oakhurst, NJ near the Jersey Shore offering stimulating courses, lectures and leisure activities.

Volunteering
JASA has more than 1,000 active volunteers, including 35 over the age of 90, who plan and coordinate over 100 community activities and special events per year.  Community projects include knitting blankets for the sick, planting gardens, taking part in animal rescue programs, visiting children’s hospitals, reading to school children, and performing music for the public.

Housing

JASA owns and manages subsidized housing for 2,600 low income elderly and disabled seniors in Brooklyn, Manhattan and Queens.  All apartments are designed for the elderly with a focus on safety and handicapped accessibility.  Each complex has an on-site manager, social worker, and many of the buildings have senior centers.  A variety of educational, cultural and recreational activities are offered at each location to ensure that our tenants live out their lives in familiar surroundings with dignity and respect.

Home Care Services

JASA understands the deep psychological connection seniors feel about living in their own homes and maintaining a sense of familiarity as they age.  Our geriatric care managers assume the caregiver role for seniors who cannot manage living alone independently.  We provide the highest quality home health care and personal care services, on an hourly or live-in basis, through our licensed affiliates.

JASA’s annual operation budget is approximately $100 million, of which 85% is derived from government grants and contracts.  JASA has an endowment of $11 million of which a significant portion is Board designated.

BASIC FUNCTION

The Chief Administrative Officer (CAO) will manage and direct all of JASA’s business practices and operations including finance, human resources, information technology, real estate, housing and facilities management.  The individual, while fostering a collegial environment, will also ensure the administrative capability of the organization, making decisions and business improvements necessary to support both the government-funded and fee-for-service programs of the agency, delegating effectively and solving problems based on thoughtful planning and analysis.

The Chief Administrative Officer will build and maintain a strong finance department, providing leadership and direction for financial policy and overall management of financial operations.  This individual will provide direction and management of the budget, financial reporting and controls, systems, forecasting, accounting, audit and investment, while connecting finance department processes and procedures with JASA’s overarching programmatic strategies and mission.
The world of services for the aged is rapidly changing in New York State as public support through Medicaid is mandated to change.  These changes imply radically different service and funding models.  JASA is prepared to take a leadership position in this changing environment.  To do so, however, will require the active engagement of the CAO and his/her staff in shaping fee-for service programs including performance based contacts and milestone billing where appropriate and insuring effective management and implementation of third-party billing initiatives.
REPORTING RELATIONSHIPS

The Chief Administrative Officer will report to the Chief Executive Officer, who is responsible for the overall vision for the agency.  The individual will act as a catalyst for positive change, translating the CEO’s vision into action plans, and implementing efficient business procedures and sound policies that realistically support the complex programmatic demands of JASA – current and future.

It is critically important that the CAO gain the trust and confidence of the CEO, the Board – especially the Chairs of the Finance, Audit, Investment, Housing, Legal and HR Committees – as well as the other members of the executive team, serving as their partner, advisor and implementer for internal financial and administrative matters.
The CAO will supervise a staff of 47 people.  Direct reports will include: 
· Senior Controller – a new position that will oversee the finance and accounting functions of JASA, housing corporations, home care agencies and adult protective services and community guardianship operations;

· Director of Information Technology;

· Director of Human Resources;

· Headquarters Office Manager.
IMMEDIATE PRIORITIES

The Chief Administrative Officer should give priority to the following during the first 12 months:

· Thoroughly understand JASA – it’s history and culture, purpose and programs, staff and board, structure and organization, finances, fundraising efforts, policies, and the substantive issues critical to the organization;

· Become familiar with JASA’s funding sources; analyze and monitor program resource allocation, track and ensure that costs are in line with the current budget and that programs remain economically viable; conduct cost benefit analysis; recommend changes as appropriate;

· Establish a strong working partnership with the CEO and other members of the executive team; build a trusting and collaborative relationship between programs and finance as well as with staff at all levels; with the Head of Programs, examine the existing relationship between individual programs and the finance staff;

· Assume a leadership role in collaboration with senior management, in assessing business and program development opportunities and play a significant role in negotiations with external agencies and corporations;

· Contribute to strategic planning by providing timely and accurate information and by establishing and implementing a framework for multi-year budgeting;

· Lead and manage JASA’s complex financial apparatus; provide timely financial information which will help to inform programmatic decision making;

· Evaluate JASA’s annual budget process to ensure that it addresses critical program needs, establishes the appropriate framework for monitoring and controlling expenses, and provides for the appropriate level of program management involvement;

· Assess all aspects of information technology together with the IT Director and finance and program staff to insure that both financial systems and systems for programmatic support are being implemented in accordance with a plan that reflects agency needs and financial resources;

· Together with the HR Director, review all aspects of JASA Human Resources operations including but not limited to policies and practices for recruitment and retention to ensure that JASA benefits from the highest quality staff, union relationships, salary and benefit administration, automated HR systems.
ON-GOING RESPONSIBILITIES

Additionally, the Chief Administrative Officer will have on-going responsibility for the following:
· Ensure that the day-to-day financial operations are running smoothly, including financial reporting and control and cash flow management; ensure that financial reports are accurate and completed in a timely manner; supervise the departmental functions of disbursements, payroll and government billing;

· Monitor budgets and enforce budgetary controls; oversee monthly reporting efforts; review the allocation of resources to programs; ensure that JASA remains in compliance with all grants/funding requirements; anticipate critical questions in advance; review the allocation of resources with a sharp eye on issues that might impact the agency’s well-being;

· Provide monthly financial reports and guidance to managers responsible for the implementation of budgets and their programs; provide training as to the practice of the JASA Finance Department for all individuals involved in the planning and execution of departmental budgets;


· Oversee the analysis, preparation and presentation of annual and monthly financial reports, audits, operating budgets, capital budgets, cash-flow statements; direct the planning and preparation of interim and annual financial statements and reports and assure that all federal, state and charitable filings are completed with accuracy and efficiency; provide reports necessary for the purpose of establishing reimbursement rates;


· Oversee and manage human resources, including general personnel policies and practices; with the Director of Human Resources, maintain appropriate human resources programs, including training and staff development; clearly communicate benefits information and organizational policies;


· Oversee and manage IT operations, including both major project development and implementation as well as addressing day-to-day issues and concerns of program staff;


· Ensure that the delivery of facilities management, general services, renovations and capital projects meet the needs and standards of the agency while providing, with diplomacy and decisiveness, a smoothly-running operation;


· Coordinate insurance coverage and risk management for all aspects of JASA programming;


· Coordinate external audits as well as the implementation of internal audits and quality controls; develop and implement all necessary policies and procedures for risk management;


· Support the Finance, Audit, Investment, Housing, Legal and HR Committees and work directly with the chairs of all committees, ensuring that they and the Board receive appropriate information for the effective functioning of their respective committee;


· Maintain external affiliations and participate in industry-related groups and workshops to assure that JASA has access to current trends, updates and tools; promote participation of the same amongst finance staff; coordinate and cultivate business contacts with agency partners for the purpose of creating and maintaining positive vendor relationships;


· Participate in the long- and short-term goal setting of the agency as well as the strategic planning process and the quality improvement process;


· Perform other related tasks as requested or assigned.
IDEAL EXPERIENCE AND QUALIFICATIONS

The ideal candidate should have or be the following:

· Proven senior level problem-solving and planning capability and sizeable financial, administrative or operating responsibility at the executive level, ideally in a social service
or other major nonprofit sector organization known for its strong financial discipline, innovative business enterprises and complex programs, systems and operations;

· A minimum of 10 years experience in a senior managerial and/or executive capacity in a mid- to large-sized Finance Department is preferred; management information experience; demonstrated ability to understand financial statements and operations, to partner with financial staff, and to translate financial information for managerial action; experience in a complex multi-site, multi-service agency a plus;

· A record of successful involvement with Human Resources and Information Technology;


· Knowledge of federal, state and city government contracting and third-party reimbursement systems including Medicare/Medicaid billing, policies and procedures; with ease around a range of insurance products;


· Financial reporting, analysis and forecasting experience, particularly related to the creation of new initiatives that support a multi-faceted organization;


· A broad knowledge of financial enterprise systems and technology as well as comfort with multiple transactions and rapidly changing circumstances; specific experience working with automated financial and accounting systems and accounting software;

· Demonstrated ability to work in partnership with a strong Chief Executive Officer, an experienced and results-oriented senior executive and management staff, and a Board of diverse professional, business and community leaders;

· An effective, articulate and persuasive communicator, verbally and in writing, who can speak finance and operations in simple and accurate terms;

· Degree in accounting, finance and/or business administration from an accredited college or university with preferably an MBA or MPA; additionally, a CPA is highly desired.
PERSONAL CHARACTERISTICS
The ideal candidate will be:

· A dedicated leader/manager, collaborative and team-oriented, who is self-motivated, can take charge, build consensus and affect change; must impart credibility, trust, enthusiasm, integrity, and ethics;

· Committed to the mission, purpose and values of JASA and its programs, with the desire to capitalize on and be part of the team that impacts the organization’s future;

· Analytical and strategic, yet tactical – with an understanding of the business implications of plans and strategies; able to creatively design and implement systems and procedures that fit JASA’s current and long-term needs;


· Outgoing and straightforward, with the skill to share information, listen and learn as well as give advice; good judgment and the ability to collaborate in a human service-oriented and forward thinking environment;


· Decisive and innovative, yet flexible and able to compromise effectively when necessary;


· Mission-driven and emotionally mature, with an intact ego, good judgment and a sense of humor.

Nominations and applications may be submitted to Mark J. Tarnacki at:

JASA-CAO@phillipsoppenheim.com
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