Center for Healing and Hope

Position Description: Executive Director

Summary: Responsible for the overall executive direction, operation and management of the
Center for Healing & Hope to ensure quality health care for patients. Key responsibilities
include setting strategic direction in collaboration with the Board of Directors, developing and
implementing fundraising plans for financial support and in-kind contributions, and oversight of
volunteer program. Has primary responsibility for the coordination of development of clinic
centers. Hires and supervises permanent staff. Oversees financial and administrative reporting
to the board and regulatory reporting to the State.

Supervisor: The Board of Directors

Positions Supervised: All staff.

Major Responsibilities:

1. Operations: Propose and help refine policies, recruit volunteers, supervise and recognize
staff and volunteers, lead and support marketing, and work with the medical director to meet

quality standards.

2. Fiscal and budgetary: Prepare and distribute annual reports and financial updates to the
board, fiscal responsibility for investments.

3. Fundraising: In conjunction with the Board of Directors, coordinate grant writing, assure
grant requirements are met, and maintain relationships with donor organizations.

4. Coordination with Board of Directors: Schedule meetings and assist in preparing agendas
with Board Chairperson. Distribute material to board members for meetings and decisions.

5. Networking: Nurture relationships with community agencies and programs to identify
resources and areas of services that need addressed. Where possible, encourage collaborative
responses to needs.

6- Public relations: Serve as the official communicator for the Center and oversee all printed,
web, and video communication pieces.

7. Schedule: The position is .75 full-time equivalent. Will require a flexible schedule,
including some evenings and weekends.



Education/Experience:

1.

2.

3.

Bachelor’s degree in Business Administration, Organizational Leadership, Healthcare, or
equivalent experience.

Experience with small non-profit, faith-based organization preferred.

Minimum of 5 years experience in a leadership role, managing others.

Knowledge and Skills:

1.

Ability to envision the future of the Center for Healing & Hope, and implement the vision
with staff, the board, and community members.

Strong financial skills, organizational skills, and the ability to do long-term planning.
Strong written and verbal communication skills, and have excellent presentation skills.

Demonstrate effectiveness in building and maintaining relationships with staff, board, and
the diverse community served by CHH.

Passion for understanding the needs of the underserved, as well as a servant approach to
meeting those needs.
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