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EXECUTIVE DIRECTOR

JOB DESCRIPTION

The Executive Director is the chief staff officer of FACT.  The Executive Director reports to the Board of Directors and is responsible for the organization's consistent achievement of its mission and financial objectives and provides professional management of all aspects of the organization's operations.

General Duties and Responsibilities

· Assures that the organization has a long-range strategy which achieves its mission, and toward which it makes consistent and timely progress.

· Provides leadership in developing program, fund development, administrative and financial plans with the Board of Directors and staff, and implements plans and policies authorized by the Board.

· Manages the senior program, development and administrative staff of the organization.

· Maintains official records and documents and ensures compliance with federal, state, local and industry regulations.

· Maintains a working knowledge of significant developments and trends in the field.

· Establishes and maintains a cooperative, collaborative and harmonious work environment obtaining optimum productivity of the organization's staff.

· Develops and monitors systems for the recruitment, employment, and release of all personnel, both paid staff and volunteers.

Specific Areas of Responsibility
Fund Development

· Responsible for implementation of the organization’s Annual Resource Development Plan as approved by the Board of Directors; establishes and oversees staffing and systems to ensure: productive research of potential foundation/governmental funding sources, professional preparation of applications for private and public funds, ongoing plan for stewardship and identification of major donors, a productive annual/direct giving campaign, effective special events, and special campaigns for capital or special initiatives.

· Acts as the face of the organization to donors by making public presentations and engaging directly with significant supporters.

· Identifies new funding sources through community outreach, corporate, foundation and governmental relationships and implementation of special events.

· Maintains consistent and positive relationship with existing funding sources and ensures timely reporting.

Program Responsibilities

· Develops and implements the organization’s strategic plan as it pertains to the management, growth and current or expanded programmatic initiatives.

· Actively participates in the organization’s annual calendar of events that are consistent with a unifying vision that is clearly understood at all levels of the organization.

· Manages the recruitment, training, supervision, recognition and retention of the organization's volunteers.

Fiscal Oversight Responsibilities

· Develops and maintains sound financial practices that are consistent with the latest requirements for nonprofit organizations and in accordance with federal and state requirements.

· Prepares annual budget and manages operations of the organization consistent with the budget.

· Participates with Board Audit and Finance Committees and oversees the annual audit.

· Ensures transparency and clarity of reporting to the public as encourages positive public support.

Board Relations

· Acts as non-voting participant and contributor to the Board of Directors.
· Develops board materials, participates in creation of agendas, and prepares recommendations and action items.

· Apprises the board members and committees on matters regarding the condition of the organization and all important factors influencing it, the mission and objectives of the organization.

· Implements programs and policies adopted by the Board of Directors.

· Provides input and recommendations in connection with the recruitment, orientation and productivity of Board members.

Public and Community Relations

· Publicizes the activities of the organization, its programs and goals to the general community and to potential collaborators or supporters.

· Acts as primary contact between the organization and its collaborating/supporting entities.

· Establishes working relationships and cooperative arrangements with community groups and organizations, particularly with other providers of support for individuals with developmental disabilities.

Minimum Requirements:

1. Four-year degree or equivalent experience.

2. Minimum of five years senior level (ED/CEO/Senior VP level) non-profit executive management experience required.

3. Must have a demonstrated history of successful business/organizational management skills and successful nonprofit fundraising executive skills.

4. Possess valid California Class C Driver's License.

General Experience/qualities:

Must demonstrate history of the following leadership qualities: 
· Demonstrated leadership qualities, inspiring motivation and team work; inspires high performance

· Demonstrated innovation aptitude, and adaptability to changing regulatory and funding environment
· Solid knowledge of the service system that exists to support those with developmental disabilities

· Superior communication skills (both verbal and written)
· Solid grounding in financial management to ensure stability, and demonstrated background in revenue generation (service fees and donations) 
· Demonstrated skills in collaborative and comprehensive organizational planning, along with support for appropriate governance practices 

· Strong demonstrated planning and organizing skill, including problem solving ability
· Ability to maintain positive working relationships with professionals, volunteers and collaborators 
· Ability to maintain a culture of positivity in achievement of defined goals within a diverse workplace, along with proficiency in management of human resources
· Proficiency with technological aids to productivity and program success, including database, spreadsheet, word processing, cloud and social media applications

Salary and benefits:

Competitive salary and benefit plan. Salary commensurate with experience and demonstrated success in previous position(s).
2

