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Job Description 
Executive Director  

Department:   Administration 
Reports to:   Board of Directors 
Position Status  1.0 FTE, Exempt 
 
General Summary: 

The Executive Director provides inspirational leadership and overall organizational management; 
develops and implements strategic initiatives; expands and sustains diverse fund development and 
community engagement strategies; drives fiscal sustainability; creates and sustains an organizational 
climate that empowers and engages staff and volunteers; builds strong relationships with diverse 
community stakeholders, partners and supporters; and assures attainment of effectives outcomes. The 
position reports to the Board of Directors.   

Duties and Responsibilities: 
 

Leadership 

 Builds a vision with the Board, staff, and stakeholders that fulfills the faith-based community 
service mission of the organization.  

 Fosters a team-building culture that values diversity, equity and inclusion. 

 Leads and inspires staff and volunteers to set and achieve goals and maintain program best 
practices and standards.   

 Engages the passion, skills and experience of Board members in setting strategic priorities and 
achieving goals.   

 Plays leading role in the nonprofit community and the community-at-large, representing WTH 
and positioning the organization for maximum impact and effectiveness. 

 
Operational Management 

 Oversees general administration of WTH programs, businesses and operations including but not 
limited to budget/ financial systems and controls, human resources policies and practices, legal 
and regulatory compliance, and facilities maintenance and capital improvement plans. 

 Assures that programs and services are effective and responsive to changing community needs. 
 

Fund Development 

 Oversees development and implementation of a comprehensive fundraising program, 
including annual giving, major gifts, grants and sponsorships, planned giving, capital 
campaigns, and special events as required. 

 Cultivates and sustains relationships with donors, foundations, corporations, benefactors, and 
partners in support of WTH programs and Thrift Store.  

 
Community Engagement 

 Serves as the face of William Temple House in the community. 
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 Oversees the implementation of a strategic communications plan that promotes, educates 
and engages the community.  

 Assures regular and effective outreach efforts to the community including schools, churches 
and faith communities, corporations, civic groups and professional/ business associations. 

 Assures effective engagement with and response to local media on mission-related social and 
economic issues. 

 
Credentials: 

 Minimum seven years of senior/ executive management experience in an organization of similar 
size/budget ($2 million) and complexity, working directly with a Board of Directors. 

 Ability to connect within the Portland business, philanthropy, and nonprofit communities. 

 Demonstrated fund development success in support of a faith-based community service 
organization. 

 Personal qualities of integrity, credibility, and unwavering commitment to WTH’s values of 
diversity, equity and inclusion. 

 Ability to work independently and set priorities with diverse stakeholders. 

 Demonstrated ability to inspire, empower, and collaborate effectively with organization staff, 
volunteers, donors, nonprofit colleagues, and community partners. 

 Professional, polished and enthusiastic leadership skills. 

 Graduate degree (preferred). 

Work Environment: 

 This job operates in an office environment. Works with and operates phones, computers, fax 
machine, copier and other office equipment.  Work occasionally in noisy and busy 
environments. This position rarely works directly with clients, but may come in contact with 
clients, donors, vendors and other stakeholders. Please note that William Temple House works 
with a diverse array of people and this position must effectively interact with people who may 
be of different race, nationality, religion, sexual orientation, gender identity, political, 
socioeconomic class and mental health status than the employee. This job position works out of 
an historical building and may experience fluctuations in hot and cold, dust and other irritants. 

 
Physical Demands: 

 While performing the duties of this job, the employee is continually required to sit; use hands to 
handle, or feel objects, tools or controls; talk or hear.  Occasionally required to stand, walk and 
stoop, and reach with hands and arms.  Rarely required to kneel, crouch or crawl, climb or 
balance. The employee must rarely lift or move more than 10 pounds. Specific vision abilities 
required by the job include close vision, distance vision, color vision, peripheral vision, depth 
perception and the ability to adjust focus. This job position works out of an historical building 
and must be able to navigate stairs. No elevator is available. 

 


