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POSITION ANNOUNCEMENT					
Executive Director of the Arkansas Board of Examiners in Counseling

POSITION:
     	The Executive Director of the Counseling Board is responsible for overseeing all functions of the Board of Examiners in Counseling (BOEC). The position is governed by state and federal laws and agency/Rules.  http://www.arkansas.gov/dfa/personnel_mgmt/jobs/view_classcode.cgi?class=N176N 

STATE AGENCY:	
	The Arkansas Board of Examiners in Counseling regulates the title and practice of Counselors and Marriage and Family Therapists in the State of Arkansas. The Board mission is to protect the public and to ensure quality of mental health services being provided to the citizens of Arkansas. The Director hires and supervises office staff, responsible for the operation of the Board, for carrying out the directives of the Board and making detailed reports and recommendations to the Board each month. The General Assembly of the State of Arkansas approved Act 593 of 1979 (A.C.A.§17-27-101) in the Regular Session, 1979. The General Assembly approved Act 244 of 1997 to amend A.C.A.§17-27-101 through 104 and approved Act 1317 of 1997 to amend A.C.A.§17-1-103 in the Regular Session, 1997. The Acts provided for the regulation of the practice and the use of the titles of Counseling, Marriage and Family Therapy, and the Specialization Licenses created by the Board of Examiners in Counseling, prescribed the powers and duties of the Board and provided for the examination and licensure of Counselors and Marriage and Family Therapists and provided for the examination and licensure of those with specialized training in the field of Counseling and Marriage and Family Therapy. 

The Arkansas Board of Examiners in Counseling was the first licensure Board created in the United States to license Master’s level Counselors for private practice. Originally composed of seven members, appointed by the Governor sixty days after July 1, 1979, in the manner and for the terms of office provided in Act 593 of 1979. A retired citizen Board member was appointed in the fall of 1984 and a Marriage and Family Therapist member was appointed in the fall of 1997, bringing the Board's membership to a total of nine (9).

MINIMAL QUALIFICATIONS:	
		The formal education equivalent of a doctorate degree is preferred, not required,  from a regionally accredited institution of a higher education that is primarily professional counseling /therapy in content; plus five years of  experience in education, counseling, management, or a related area, including two years in a professional managerial or leadership capacity. Applicants must be licensed or licensable as a Licensed Professional Counselor or Licensed Marriage and Family Therapist in the state of Arkansas. 

SALARY:	Salary range is $72,000 to $81,250 per year. 

LOCATION:                	Little Rock, Arkansas

IMPORTANT DATES:  Position anticipated beginning July1, 2017.  Applications will be accepted, beginning October, 2016 continuing until position is filled. 

APPLICATIONS:	Submit letter of interest and vitae to:
Arkansas Board of Examiners in Counseling: Search Committee
101 E. Capitol, Suite 202
Little Rock, AR 72201
michael.loos@arkansas.gov
Phone 501-683-5800
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[bookmark: Text21]			Class Code: N176N   Grade: N901				                                                     FLSA Status:  Exempt
Date:  09/2016
STATE OF ARKANSAS
JOB DESCRIPTION

SUMMARY: 
The Counseling Board Director is responsible to the Board of Examiners in Counseling (BOEC) for overseeing all functions of the Board.  This position is governed by state and federal laws, Arkansas Code Annotated §17-270101 et seq, and Agency 0228 Rules and policies. The Director organizes and administers all aspects of the BOEC generic and specialty licensure programs including, but not restricted to, the areas listed under principal responsibilities listed below:
 
1. Policy
0. Board policies and long-range planning
1. Manages Administrative office and staff in the day-to-day planning and execution of governance activities that meet Board of Examiners in Counseling goals and objectives as determined and approved by the Board.  Exercises sound judgment in making decision and meets deadlines in a timely and accurate manner.
1. Analyzes, evaluates and advises the Board on the broad spectrum of policies and procedures.  Demonstrates effective problem solving skills.
1. Facilitates the ongoing development and evaluation of Board of Examiners in Counseling long-range plans.
1. Board members make policy and Rules; Director responsible for implementation and consistency of application of policies and rules with state and national laws and persons licensed by the BOEC.
          B. Financial
1. Supervises preparation, administration and monthly analysis of the annual budget exercising cost conscientiousness to adherence to budget limitations.
1. Manage BOEC finances, including budget, reserves, cash flow and investments in accordance with goals and objectives established by the Board.
1. Supervises maintenance of journals or subsidiary ledgers of accounting system, accounts payable, accounts receivable, payroll in compliance with Administrative Act of Arkansas.
              	    
		C. Ethics
1. Assists in the design, development and implementation of the ethics standards.
1. Serves as liaison to all parties in ethics cases including attorney Generals’ appointed legal counsel and acts as mediator in reaching case resolutions.
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	    D. Examination
                         1.  Serves as liaison to the examination consultants at National levels. 
                              NBCC and AAMFT
1. Supervises the examination administration programs, written, oral and situational.  
     E.  Public Relations
0. Supervises public relations to promote the BOEC, including the Internet web page.
0. Conducts educational and public relations activities to ensure growth and viability meeting BOEC objectives and communicates same to internal and external publics.
0. Represents BOEC at public meetings. 
0. Responsible for development and appearance of applications, forms brochures, newspaper notices.
1. Personnel
0. Supervises BOEC staff and fosters constructive relationship with staff.
0. Implements employee hiring and release.
0. Administers BOEC salary schedule.
0. Administers BOEC staff development and training programs.
0. Administers orientation for new Board members annually.
0. Strives to increase professional experience and growth by exhibiting desire to improve skills and gain additional experience/growth.
0. Provides leadership and set example for employees and persons licensed by BOEC.
0. Analyzes present work methods and implements improvements.

1. External Relations
1. Serves as liaison to the credentialing community and keeps up-to-date on innovative and current developments in the counseling and marriage and family therapy fields.
1. Serves as liaison to various organizations, to include, but not restricted to:
0. Government, State and National activities and laws, particularly the Legislature of the State of Arkansas
0. National Commission for Mental Health Certifying Agencies
0. American Mental Health Counselors Association (AAMHCA)
0. American Counseling Association (ACA)
0. National Board for  Certified Counselors (NBCC)
0. American Association for State Counseling Boards (AASCB)
0. American Association for Marriage and Family Therapist (AAMFT)
0. Third party insurance providers (about 145)


TYPICAL FUNCTIONS:

Hires office staff, provides general supervision of the work of a subordinate professional, para-professional and administrative support staff engaged in any office activities by assigning and prioritizing work assignments, providing instructions, reviewing work performed and evaluating employee performance.

Monitors budgets and expenditures, provides approvals for transactions based on available budget and sponsoring agency restrictions, and monitors internal controls, procedures and compliance issues for grants and/or contracts; reports regularly to Board as per Risk Management Plan.

Analyzes, interprets and disseminates information related to legal issues received from various federal, state, local and private agencies or citizens including period of performance, allowable cost items, payment terms, and other restrictions; works as liaison for Agency with the Attorney General’s office for complaints and other legal matters.

Establishes and maintains general ledgers on agency operations, calculates and allocates funds for new and existing accounts or projects, develops forms and documents for special accounts, reviews posted entries to general ledgers and subsidiary accounts, balances accounts periodically, and closes books as required by AASIS.

Prepares spreadsheets and database files from automated information systems, monitors purchasing procedures of agency personnel, determines account responsibility for payment of expenditures, instructs new employees on purchasing and travel procedures and interacts with Board, State Budget personnel  and AASIS  to develop new accounting procedures as needed to meet state laws.

Reviews, analyzes and prepares reports designed to reflect aspects of the Agency fiscal status and prepares special and periodic reports for use in planning by the Board.

Compiles budgetary reports for fiscal requirements and sends to Budget, Legislative Council, AASIS and Board.  Meets with state  personnel to discuss budgetary reports and provides advice on budgetary guidelines or other financial reporting matters:  analyzes and reviews compiled data of Agency accounts for accuracy of posted entries and advises Board on organization policies related to financial or budgetary reporting requirements.

	Provides technical assistance to Board, staff and the general public by providing 	information on regulations and procedures governing Board practices and program 	Rules that comply with governmental regulations.

	Performs other duties as assigned by Board.


SPECIAL JOB DIMENSIONS:

Administrative office in Little Rock, Arkansas.   Board meetings held once per month in Little Rock.  Oral Interviews are held each month and the Director is responsible for all arrangements.  Food catered to meetings to save time and money for Board.   Must travel to: Association meetings to represent Board and to give licensed persons and applicants information concerning Rules that regulate their practice: to American Association for State Counseling Boards once per year as voting representative from Arkansas;  to capitol for budget, Rules, other hearings required by legislature; to Attorney General’s office when working with attorney for investigations of complaints.

On call at all times for Board concerns and requests from persons licensed or public with complaints, concerns.

KNOWLEDGE, ABILITIES, AND SKILLS:

Knowledge of Office Administration Procedures, General Accounting Procedures,
Knowledge of manual and computer systems.  Must have solid computer competencies.
Knowledge of supervisory practices and techniques.
Knowledge of Counseling and Marriage and Family Therapy course work, programs, and regulations of universities and national certification requirements.
Ability to work with, as well as supervise, subordinate professional, para-professional, and administrative support staff engaged in Board activities.
Ability to analyze financial information and prepare reports. Ability to provide guidance and technical assistance to management, staff, and the general public regarding Board Rules and policies.
Ability to monitor and evaluate the effectiveness of accounting procedures and controls, identify problems, and devise/recommend corrective actions.
Ability to review university transcripts, applications, required supervision reports from Licensed Associate Counselors, complaints, and recommend actions to the Board.

MINIMUM EDUCATION AND/OR EXPERIENCE:

1. Degree in Counselor Education, Professional Counseling or Marriage and Family Therapy; Doctorate preferred but not required.
1. 5 years of experience in education, counseling, and/or management fields.
1. 2 years of public relations experience.
1. Excellent written and verbal communications skills.
1. Excellent management skills. 

CERTIFICATES, LICENSES, REGISTRATIONS:

      	Licensed Professional Counselor or Licensed Marriage and Family Therapist.
	Holds Supervision Specialization License with either of the professional licenses.


Additional requirements determined by the agency for recruiting purposes require review and approval by the Office of Personnel Management.

Other job related education and/or experience may be substituted for all or part of these basic requirements, except for certification or licensure requirements, upon approval of the qualifications by the agency nine board members.


Addendum to Executive Director Job Description
Arkansas Board of Examiners in Counseling

The Counseling Board recognizes the addition of the following duties to the position of Executive Director (or designee): 

1. Attendance at the following National Conferences:
1. American Association of State Certifying Boards (AASCB)
1. National Board of Certified Counselors (NBCC)
1. American Association of Marital & Family Therapy Regulatory Board (AMFTRB)

2.	Annual Association meetings:
1. American Counseling Association (ACA)
1. American Association of Marriage & Family Therapists (AAMFT)
1. Association of Counselor Educators & Supervisors (ACES)

3.	Executive Director (or Designee) will attend the State annual meetings of:
1. Arkansas Counseling Association (ArCA)
1. Arkansas Mental Health Counselors Association (ArMHCA)
1. Arkansas Association of Marriage & Family Therapists (ArMFTA)
1. Arkansas Association for Counselor Education & Supervision (ArACES)

4.	Executive Director (or Designee) will present licensure workshops annually, as requested, at each of the Arkansas’ State approved Counselor Education programs:
1. University of Arkansas
1. University of Arkansas-Little Rock
1. Arkansas State University
1. Arkansas Tech University
1. Southern Arkansas University
1. University of Central Arkansas
1. Henderson State University
1. Harding University
1. John Brown University
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