Position Tile: Executive Director 

Reports to:
• The Executive Director reports to the Board of Directors, working directly with the board president. The Executive Director is responsible for developing a team atmosphere of mutual respect and cooperation among staff, volunteers, and the community.

Purpose of Position:
• Assists the Executive Committee(EC) in developing and recommending to the Board of Directors(BOD) specific written long- & short-range plans for the development of organizational programs and services; maintains appropriate relations with the Board and various Board committees and keeps them informed. Interprets trends in the field(s) of service in which the organization is engaged, by maintaining involvement in the professional field as a whole. Administers an orientation and training program for the Board.
• The Executive Director serves as a non-voting ex-officio member of the board.

Key Responsibilities – General Administration
• Plans for and administrates a program of ministry in accordance with Habitat's stated propose and in such a manner that the optimum results are achieved; operates under the general direction of the affiliate's Board of Directors; reports to the Board President.
• Recommends policies to the Board and/or assists the Board in the formulation of policies for the effective and economical operation of the organization; ensures implementation of policies adopted by the Board of Directors.
• Responsible for public accountability of the organization, maintenance of the organization facilities and regular reporting to various bodies.
• Ensures the affiliate meets or exceeds the legal obligations of the organization. 

Key Responsibility – Financial Management & Development
• Prepares and Maintains, in cooperation with the Board Treasurer, organization budget
reports related to physical, financial, and human resources.
• Is accountable for the affiliate's financial operations as approved by the Executive Board and/or Board of Directors of the affiliate.
• Participates in fund raising activities by writing letters, grants, making speeches, and stimulates activities of others in direct fund raising.

Key Responsibility - Personnel
• Hires other staff, with the approval of the Board of Directors; Supervises and directs key
staff in the performance of their duties; provides overall direction for the personnel function of the organization.

Key Responsibilities – Communication & Coordination
• Is supportive of the Board of Directors, communicates the function of the organization to the community through direct involvement and through public relations programs, including personal contact, literature, and media.
• Acts to maintain effective client relations under all organization programs. Maintains appropriate relations with other professional and social service groups in the community.
• Carries out requirements to ensure the affiliate is and remains in good standing with Habitat for Humanity International. Communicates any issues, delinquencies, or changes to the President and the Board of Directors.
• Maintains a positive relationship with other regional and the state Habitat organizations, local coalitions, funding sources; federal, state, and local government units; other agencies in similar or related areas of service.
• Responsible for training & educational development as appropriate for staff, volunteers and board members.

Position Requirements

· Education: A Bachelor's degree in social service or related field or equivalent experience

· Experience: Supervisory or managerial experience in social service or related field

· Attributes:

Commitment to the Habitat for Humanity concept, principles, & covenant

Experience in not-for-profit administration grant writing & fundraising

Basic understanding of house construction

Ability to communicate effectively, both verbally & in writing

Basic understanding of bookkeeping & general record-keeping processes

Basic understanding of mortgage banking & relevant laws

Ability to respond effectively in fast-developing crisis situations

Ability to understand & utilize computers, internet, & other appropriate technology in 


support of Habitat programs & functions

Ability to work effectively with volunteer boards & committees

Ability to plan, evaluate, & monitor budgets

Ability to teach, train, & supervise people

Ability to organize, plan, & implement activities appropriate to organizational goals

Ability to work effectively & comfortably within & among all diverse populations

Salary Range

$14,000 to 17,500 Depending On Experience based on 24 hours per week. Some evening and 


weekend work will be required. Possibility of increasing to fulltime in the future.

Benefits


2 weeks annual paid vacation after 6 months

Position open till filled.

Please submit a Resume and Cover Letter to: 

Gary N. Zay, President

PO Box 172

Madison, SD 57042

