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Job Description for Director
Marketing, Human Resources, Finance
Reports To:  Board of Directors
Level of Supervision: General 
Position Purpose:  Overall responsibility for all aspects of marketing, human resource management, and finance
Position Status:
Full time exempt. 
Essential Duties:  Assumes overall responsibility for the following job functions, including the direction and supervision of staff assigned to related specific tasks:
1) Human Resources: Preparation and periodic review of job descriptions; preparation and periodic review of performance evaluation policies, procedures, and forms; recruitment; preparation and periodic review of the employee manual; establishment and periodic review of pay scales; oversight of payroll functions and maintenance of payroll records; and oversight and review of the Safety Program including disaster planning. 
2) Advertising: Contracting for ad space; ad design, and brochure design; preparing press releases and writing articles as requested by publications; writing the website blog; contracting for website design and maintenance; contracting for SEO services, contracting for expo space and services; contracting with and review of sales representatives.
3) Finance. Overall monitoring, review and control of Deltech’s financial status, goals, and funding sources; review and maintenance of Deltech’s facility lease; general oversight of building and equipment maintenance; review and oversight of  inventory control policies, procedures, and performance.  
4) Business Planning: Assumes overall responsibility for short and long term business planning functions.   
Note: Every employee is required to comply with any and all of Deltech’s safety guidelines, whether conveyed informally or documented in writing. When on a customer site, every employee is required to comply with both Deltech’s and the customer’s safety rules.  

Job Qualifications

Master’s degree, preferably in business or finance. Minimum of five years related experience.  High level communication and organizational skills. Ability to understand and critique financial statements. 
Note: This job description is not intended to be an exhaustive list of all duties, responsibilities, or qualifications associated with the job. 
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