
Job T it le an d D escri pt ion Exam p les

Man y organizations use a hierarch y of position titles that follo w  a pattern beginning w ith direct serv ice, assistants, coordinators, specialists, managers and
directors.  N ames for this hierarch y may vary, nevertheless.  Sometimes large organizations use m ultiple directors w hen there are large functional distinctions.
T his su rv ey tried to use those distinctions to gu i de job title distinctions.  To mini mi ze the n umber of categories an d make respon d ing easier, d istinctions betw een
program an d su p port staff allo w  for easier respon ding.  Information Technology (IT) was separated from su p port staff because of its potential high cost an d more
standard job titles.  Please attempt to align you r responses follo w ing this guide.  F inall y, the su rv ey asks for m issing job titles to i mprove futu re su rv ey efforts.

Position T it les i n Survey Exam p le A l ternate Si m i lar T it les G enera l D escri pt ion

A d m i n istrat i ve Staf f,
D irector

· D ep uty D irector
· C hief O perations O fficer
· C hief E xecuti ve O fficer
· Executi ve D irector
· Co-E xecuti ve D irectors
· D evelop ment/F un draising D irector
· Facilities D irector
· Program V ice Presi dent
· A rtistic/ M usic/ G eneral D irector
· Policy / Cam paign D irector
· C hief Information O fficer

T his position, also referred to as Executi ve D irector, D ep uty D irector, V ice Presid ent, directs any
or al l of the follo w ing: al l ad ministrati ve, fiscal, program, p ublic relations, and h uman resou rce
acti v ities of the organization, planning, organizing, an d controlling operations an d facilities,
ph ysical plant systems, security, an d custodial serv ices to assure a safe, reliable en v ironment for
staff, v isitors, volunteers and clientele. W orking closely w ith a Board of D irectors, develops an d
maintai ns the organization's mission, v ision, strategic plans, an d goals; manages the bu d get an d
oversees all financial reporting; im plements an d ad heres to organizational policies an d
proced ures an d ap plicable state, federal, an d local government regulations and requirements;
serves as the primary agency spokesperson an d liaison to the com m unity and other
organizations.

A d m i n istrat i ve Staf f,
M anager

· O ffice Manager
· Controller
· A d min O peration D irector
· D ep uty D irector
· E vents Manager
· V P of Earl y C hil d hood

E d ucation/ D evelop ment/Prevention
& Intervention/E d ucation,
E m ploy ment & Tra ining

This position may be responsible for any of the follo w ing: day-to-day financial operations of the
organi zation. Responsible for developing and managing accounting f unctions and operations,
prov ides financial analysis an d reports an d prov ides guidance on organization’s finance issues,
ad ministrati ve su pport serv ices of an organization inclu ding reception, w ord processing, mail,
office su p plies, database maintenance, filing systems, develop ment an d im plementation of office
proced ures, mechanisms for efficient internal an d external com m unication, interface w ith
ven dors prov iding or maintaining office equip ment an d related acti v ities. T y pically su pervises
other staff.
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A d m i n istrat i ve Staf f,
C oord i nator

Executi ve A ssistant

T his position is responsible for coordi nating an d sched uling meetings, ap pointments, and travel
for the Executi ve Director an d the Board of Directors. Prepares executi ve correspon dence,
memos, reports, docu ments, records, an d forms for the E D 's signature; accepts an d prioritizes
phone cal ls; prov i des information to callers and v isitors directing them to the ap p ropriate agency
department. Maintains official board meeting minutes inclu ding atten dance, voting, an d
resolutions.

A d m i n istrat i ve Staf f,
Specia l ist

C om munications Specialist

T his position prov ides a full range of ad ministrati ve ser vices to one or tw o managers or a larger
grou p of staff members, depen ding u pon the level of experience of the incu mbent an d the
organizational structure. Incu mbents are skilled w ith various software ap plications including
spreadsheet, w ord processing, database an d internet. A d ministrati ve efforts relieve su per v isors
an d/or staff members of detailed su p port acti v ities.

A d m i n istrat i ve Staf f,
Assistant

A d ministrati ve A ssistant
C ustomer Serv ice Specialist
Receptionist
D evelop ment A d ministrator

T his position greets customers and clients; ans w ers incom ing telep hone calls; d irects cal lers to
the proper person or department; pages persons an d maintains record of caller's name an d
affiliation; performs general ad ministrati ve duties such as ty ping, filing an d record keepi ng.

Program Sta f f, D irector
D irector
C linical Serv ices D irector
C onservation D irector

T his position is responsible for the d irection an d functioning of the program, incl u ding
com pliance w ith licensing regulations, an d overall serv ices prov ided to clients. Prov ides
gui dance and direction for short and long term goals.

Program Staf f, M anager

Stage/ C ostu me/M usic Manager,
Shelter Su perv isor
C onstruction Manager
E d ucational Program Manager

T his position is responsible for the super vision of the day- to-day acti v ities of staff ensuring the
desired outcome is in line w ith the agency’s goals and objecti v es; w ill monitor acti v ities,
organi zation, and costs of the program an d proceed to mod ify them as necessar y. T his position
w ill also be the point of contact betw een staff, the program director and senior management;
T y pically requires 5 to 7 years of related experience.

Program Sta f f,
C oord i nator

V olunteer Manager/ C oordinator
E d ucation C oordinator

T his position is responsible for ser v ice coordination, sched uling of staff, team effecti veness,
serv ice prov ision, fiscal management of program and in di v id ual resources and superv ision of
team members. T y picall y requires an undergrad uate degree in hu man serv ices or a mental
health-related field, plus tw o years direct serv ice an d at least six months su perv ision experience.
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Program Staf f, Specia l ist

· C linician II
· Case Manager II/Social

W orker/ Care C oord inator (MSW)
· H ealth Ed ucator
· C om munity H ealth W orker
· Program Specialist
· Teacher
· Registered N urse
· A ttorney
· Fam il y Su p port Ser vices
· Information & Referral Specialist
· D istribution Special ist
· O utreach Special ist
· O rganizer

T his position is often responsible for prov i d ing case management, cl inical consu ltation,
guidance, quality assurance, training an d therapeutic serv ices, or legal serv ices to consumers
w hich may inclu de child ren w ho experience severe emotional disturbance and/or ad ults w ho
experience both a dev elop mental and psychiatric disability.  T his position may incl u de
su perv ising junior serv ice prov iders, planning, im plementing, an d evaluating various treatment
or action plans, coordinating and collaborating w ith p ublic, com m unity, professional, and
voluntary agencies.  T his position often requires some license or ad vanced degree.

Program Staf f, A ssistant
· Teacher's A ide
· Paralegal

T his position su pports a special ist such as a lead ed ucator by com pleting ad ministrati v e tasks,
preparing learning ai des and w or k ing w ith cl ients or stu dents ind i vi d uall y or in small groups.
C om pletes other su p port tasks as assigned to serv ice deli ver y. T y picall y requires high school
di ploma or G E D  an d some experience an d/or training w orking w ith clients or stu dents.
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Program Sta f f, D irect
Ser v ice

· Intake Special ist
· O utreach W orker
· Case M anager I/Social W orker/ Care

Coord inator (non MSW)
· Referral Coordinator
· Facil itator/ C oach
· C om munity H ealth W orker

T hese varied positions interact directly w ith the general p ublic and/or clients.  Exam ples i nclu de,
but are not li m ited to the follo w ing:
U n der general su perv ision, maintains and revie w s ap plicable regulations, determines client's
eligibility for ser v ices, assists an d/or refers clients to other resources, an d prov ides outreach
serv ices.
T his position maybe responsible for ad m inistering a u nit or sub-element of a program, w hich
may inclu de planning and develop ment of acti v ities. May locate an d make use of ap propriate
comm unity resources for clients an d w orks directly w ith clients toward making changes in their
situation. May su perv ise paid an d volunteer staff w orking in the program.  U nder su pervision,
Case Managers are responsible for coordinating serv ices on behalf of clients an d their families
w ithin the home and com m unity. D uties inclu de crisis intervention, ad vocacy, treatment
p lanning and ser vice coor d ination w ithin an inter d isci plinar y team framew or k.  Position is
responsible for coordinating referral ap pointments, sendi ng referral forms to health records,
answ ering phone calls, transporting patients to specific facilities, an d verifying insurance
information.  Maintains ongoing tracking an d ap propriate docu mentation on referrals.

I T  or D ata M anagement,
D irector

Technical O perations Manager

T his position evaluates need then designs, tests, im plements, and maintains com plex database
management systems; installs systems an d related systems software; addresses security,
optimi zes performance, analy z es problems, prov id es technical consultation an d develops
operational guidelines. T y picall y, 3-5 y ears of experience is required.

I T  or D ata M anagement,
M anager

T his position is responsible to manage a com prehensi ve agency-w ide information technology
program to ensure ongoi ng effecti ve and efficient use of com p uter technology and information
systems. D evelops an d i m plements strategic plans for information systems. Conceptuali zes,
evaluates, an d im plements information technology strategies, plans, an d priorities for a
comprehensi ve agency w i de information technology program.

I T  or D ata M anagement,
C oord i nator
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I T  or D ata M anagement,
Specia l ist

· A p plications Specialist
T his position manages one or more databases, prov iding reports as requested. Rev ie ws integrity
of data. May train other staff on ho w to use the database, and/or inp ut data.

I T  or D ata M anagement,
Assistant

I T  or D ata M anagement,
D irect Serv ice

T his position prov ides moderatel y comp lex technical su pport and assistance to cl ients via emai l,
phone, an d/or other remote methods. A d d resses an d respon ds to customer inquiries on
organi zational prod ucts and ser v ices, inclu ding instal lation, operational functions,
troubleshooting, an d maintenance. Prov ides customers/co w orkers w ith preventi ve mai ntenance
and configuration recom mendations to im prove prod uct usability, performance, and customer
satisfaction. D ocuments cl ient interactions, incl u d ing details of inqu iries, com plaints, com ments,
an d actions taken. W ill w ork under moderate superv ision an d ty pically requires 1-3 years of
related ex perience.

M isce l laneous Sup port,
D irector

· Finance D irector
· C omm unications D irector/ Manager
· H u man Resource D irector/ Manager
· Q uality A ssurance

D irector/ Manager
· Public Relations D irector/ Manager

T his top-le vel position is responsible for the agency's su p port operations such as financial,
com mu nications, h uman resou rces, an d qual ity assu rance, among others. w ith the goals of
maximizi ng return on the assets, prov iding accurate financial statements and reports, an d
meeting the federal, state, an d local recording and reporting obligations. May also assist the
Executi ve D irector in the evaluation of financial issues. T y pically requires an un dergrad uate
degree in A ccounting or Fi nance plus eight to ten years of experience; C P A / C M A  preferred. May
be accou ntable for a full-range of H R acti vities incl uding, but not li m ited to: defining,
developing, an d im plementing hu man resource initiati ves consistent w ith the organization's
business plans; su p porting the management team in a di verse range of issues inclu di ng
organi zational design, recruitment, com pensation program develop ment an d management,
lead ershi p develop ment, performance management, em ployee relations and benefit program
ad ministration. T y pically requires an un dergrad uate degree plus eight to ten years of experience.
May be responsible for the quality management an d quality im provement programs an d related
com pliance functions. May prov ide interface w ith external partners and prov iders. Ty pically
requires an undergrad uate degree plus eight to ten years of experience.
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M isce l laneous Sup port,
M anager

· G rant A d m inistrator
· Accounting Manager
· Senior Accountant
· Payroll M anager

T his position manages the day-to-day operations of su p port serv ices such as accounting, grants
management, facil ities among others.  May be responsible for accou nting, monitoring and
analy zi ng accounting data an d prod ucing financial reports or statements.
T his position may coordi nate internal efforts to ensure grant requests and reports are com plete,
accurate an d ti mely, an d all com pliance issues are ad d ressed; em phasis is on serv ice prov ision
requirements an d expen diture/b u dgetary elements inclu d ing initial accounting structure,
allocations, coding, an d reconciliation; develops an d maintains related policies an d proced ures
an d partici pates in preparation of grant proposals.

M isce l laneous Sup port,
C oord i nator

M isce l laneous Sup port,
Specia l ist

· D evelop ment O fficer
· Major G ifts O fficer
· D onor Engagement D irector
· Mar keting D irector
· C om m unications C oord inator

Positions may: d evelops resources, culti vates donors, develops marketing materials, manages
social media, researches funding sources, an d w rites proposals to a variety of organizations, be
responsible for a w ide range of accounting acti v ities related to the preparation of organization
bu dgets, the maintenance of a com plete an d accurate general ledger an d the resulting
managerial reports an d financial statements.
T his position may be responsible for maintaining build ings, grou nds, bu ild ing mechanical
systems an d com ponents efficiently and safely to su p port all uses an d events. Systems tested an d
maintained incl u de: heating, cooling, electrical, pl u mbing, fire detection, roof, exterior and
generator. Performs moderate to com plex repairs and troubleshooting on com m unications,
electrical, mechanical, plu mbing an d H V A C systems. M onitors an d performs preventi ve
maintenance on systems. T his position may prov ide cleaning and janitorial serv ices for the
organization; ensures the lobbies, bathrooms, offices an d other spaces are maintained in a clean
an d attracti ve manner for clients an d em ployees.

M isce l laneous Sup port,
Assistant

· Accounti ng A ssistant
· Book keeper
· Billing Coord inator
· Accounting A ssociate

Position performs a variety of routine accounti ng f unctions follo w i ng standard accounti ng
proced ures. D uties may inclu de accounts payable and recei vable functions as w ell preparation of
payroll.


