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Southeast Kansas Community Action Program, Inc. 
Recipient of the “Award for Excellence” in Community Action 

 

September 7, 2021 

 

RE: SEK-CAP Seeks Chief Executive Officer 

 

Southeast Kansas Community Action Program in Girard, Kansas is seeking qualified applicants for the 

position of Chief Executive Officer. Southeast Kansas Community Action Program, better known as 

SEK-CAP, is a 501(c)(3) private, non-profit organization dedicated to addressing the causes and 

conditions of poverty in southeast Kansas.  Created in 1966, SEK-CAP is headquartered in Girard, but 

serves a much wider area which includes all twelve counties in southeast Kansas. Services include 

Head Start, Early Head Start, Housing, General Public Transportation and Avenues to Success, a new 

program designed to address needs created by the COVID-19 Pandemic. SEK-CAP employs over 230 

staff positions and operates under the oversight of a nine-member governing board who reside 

throughout the service area. 

 

The Chief Executive Officer position directs and coordinates activities of the private-nonprofit 

Community Action Agency, providing leadership to the staff and volunteer Board in furthering the 

agency mission of ensuring equal opportunity for low-income citizens. Successful candidates should 

have demonstrated success in leadership of a large multi-faceted organization. A Bachelor’s degree in 

Business Administration, Social Services, or related field. 

 

Candidates may submit cover letter, resume and other applicable documentation via email to the Chief 

Executive Officer applicant email at CEOapplicant@sek-cap.com.  Questions regarding the position 

and/or application process may be directed to the Human Resource Manager by emailing HR@sek-

cap.com or by calling 620-724-8204 ext. 1045. 

 

This institution is an equal opportunity provider and employer.  SEK-CAP, Inc. operates its programs 

and services without regard to race, color, and national origin in accordance with Title VI of the Civil 

Rights Act. Any person who believes she or he has been aggrieved by any unlawful discriminatory 

practice under Title VI may file a complaint with SEK-CAP, Inc by emailing title.vi.complaint@sek-

cap.com.  
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  Chief Executive Officer 
         

 
Reports to:  Governing Board of Directors   Department:  Administration   

  

Classification:  Full-time     Status:  Exempt 

 
POSITION SUMMARY: 

Directs and coordinates activities of the private-nonprofit Community Action Agency, providing leadership to 

the staff and volunteer Board in furthering the agency mission of ensuring equal opportunity for low-income 

citizens. 

 

ESSENTIAL FUNCTIONS: 

• Act as Executive Agent of the Board of Directors of the Corporation and implement the policies of the 

organization. Accountable for the successful achievement of ends defined by the Board. 

• Lead the agency development of community shared visions which will give hope to individuals and families 

in poverty and which will inspire the community and the agency to respond at the highest possible level of 

commitment. 

• Lead the agency by assessing the needs of low-income citizens, conducting community dialogues around 

issues of poverty, educating the community about public policy effecting low-income citizens, and 

providing an avenue for low-income issues to receive community attention. Supports advocacy efforts 

conducted by low-income citizens with the ultimate goal of agency advocacy being the elimination of 

poverty. 

• Develop the staff and community leadership required to create improved conditions for low-income citizens. 

Integrate into agency planning and program implementation the leadership of low-income citizens. 

• Lead the community in building new capacities around job training, economic development, health, 

education, child care and other life areas effecting low-income families. Develop and create new approaches 

to the problems of poverty through research, experimentation, and new services. 

• Assist in the implementation of public policy by managing programs of local, state, and federal government. 

Ensure that programs of the agency are in alignment with its vision and strategies and are integrated into a 

comprehensive, seamless service delivery model. 

• Assign and utilize resources to employ, promote, discipline and deploy staff; to translate Board policies into 

action; to speak on behalf of the agency as agent of the Board; and to organize and delegate for results as 

appropriate. 

• Conduct the business of the Corporation by operating with a plan of receipts and expenditures in sufficient 

detail to allow prudent management of funds; expending in any fiscal year no more funds than are received 

either by incurring debt or by reduction of capital reserves (unbudgeted discretionary funds); adhering to 

generally accepted accounting procedures and justifying revenue projections through conservative, burden-

of-proof forecasting; assuring that the budget is in keeping with the Board’s long-range service priorities; 

and expending funds only for the purposes for which they are legally allocated. 

• Respect and support cultural differences and diverse family structures. 

• Demonstrate good work habits and model exemplary attendance behavior.  

• Attend mandatory training and staff meetings. 

• Report any suspected abuse or neglect to appropriate authority. 

• Advocate for SEK-CAP, Inc. in the community. 

• Complete required documentation and reports.   

• Maintain and assure confidentiality and privacy of SEK-CAP customers. 

• Uphold and promote the Code of Ethics, Core Values, and Mission of SEK-CAP, Inc. 



• Support management decisions both in actions and words. 

• Other duties as assigned. 

 

KNOWLEDGE AND EXPERIENCE: 

Essential: 

1. Basic computer skills on IBM compatible P.C. systems and software. 

2. Basic operation skills of general office equipment such as photocopiers, faxes, and phone systems. 

3. Superior interpersonal skills. Ability to get along with diverse personalities. Tactful, mature, and 

flexible. 

4. Ability to meet and deal tactfully with the general public and to communicate effectively and clearly 

both orally and in writing. 

5. Resourceful and well organized. 

6. Ability to establish and maintain positive, effective working relationships with co-workers, community 

partners, and customers. 

7. Ability to learn and adapt. 

 

Desired: 

1. Demonstrated leadership with emphasis in assisting disadvantaged citizens. 

2. Strong interest in community capacity building around the issues of poverty with history of 

accomplishment in community service. 

 

EDUCATION AND QUALIFICATIONS: 

1. Bachelor’s Degree in Business Administration or other related field or equivalent experience. 

2. Possess current, valid driver’s license and be insurable by the organization’s motor vehicle insurance 

carrier. 

3. Submit to and pass standard criminal history check. 

4. Submit to and pass standard drug screen test. 

 

PHYSICAL REQUIREMENTS/WORK ENVIRONMENT: 

The physical demands and work environment described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable accommodations may be made 

to enable individuals with disabilities to perform the essential functions. 

 

1. Use hands to finger, handle, or feel; 

2. Reach with hands and arms;  

3. Sit or occasionally stand; walk and stoop, kneel, or crouch; 

4. Regularly lift and/or move up to 10 pounds; 

5. Required vision abilities include close vision, distance vision, peripheral vision, depth perception 

and ability to adjust focus; 

6. Occasional exposure to wet and/or humid conditions;  

7. Outside weather conditions; 

8. Extreme cold and extreme heat; 

9. Noise level is usually quiet to moderate. 

 

The duties listed above are intended only as illustrations of the various types of work that may be performed. 

The omission of specific statements of duties does not exclude them from the position if the work is similar, 

related or logical assignment to the position. The job description does not constitute an employment agreement 

between the employer and employee and is subject to change by the employer as the needs of the employer and 

requirements of the job change. 

 


