
 

Executive Director Job Description 

Position Title:  Executive Director (ED) 

Reports to: Board of Directors 

Job Summary: The ED is charged with the responsibility of carrying out the purposes, policies, and 
programs of Hope Haven Children’s Advocacy Center (HHCAC) to meet its mission, as determined by 
the Board of Directors.  The ED will function as the CAC subject matter expert, assuring a smooth work 
environment for day-today HHCAC activities, overseeing management of all programs, finances and 
fundraising while also serving as the Center’s representative to the community.  Increasing the public’s 
awareness of HHCAC and its mission to keep children safe is a vital and major responsibility of the ED.   

Job Qualifications: 

 Education and Experience: Master’s Degree in public administration, social work, 
communications, or similar field OR commensurate experience.  

 At least 3 years of management experience.  
 Good problem-solving skills.   
 Previous experience in community outreach and enthusiasm for HHCAC’s mission. 
 A history of diversity in fundraising. 
 An excellent internal and external communicator, who is confident in building/maintaining 

relationships with supervisors, employees, and community members.  
 A history of grant writing and grant reporting to federal, state and other grantees.  
 The ability to inspire confidence, lead others, and capture the attention and interest of diverse 

groups.   
 Strong public speaking ability and excellent writing skills.  
 A basic knowledge of non-profit fiscal management. Financial acumen. 
 History within the CAC field and knowledge of the CAC model a plus.   

 
A. Administrative/Management Responsibilities 

1. Provides general oversight of all HHCAC activities and day-to-day operations. 

2. Is responsible for recruiting, retaining, supporting, and releasing personnel.  Assures the 
process for selecting, developing, motivating, and evaluating staff.   

3. Maintains a welcoming and safe facility that minimizes trauma associated with handling 
cases of child abuse. 

4. Functions as custodian of records, maintaining all documents necessary to fulfill legal and 
regulatory requirements. 

5. Works cooperatively with Board of Directors and committees for governance of HHCAC, 
implementing all policies as determined by the Board. 

6. Assures that National Children’s Alliance accreditation is achieved within 12 months of 
hiring. 

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

8. Informs the Board of developments that could impact the HHCAC. 

9. Establishes sound working relationships and cooperative arrangements with community 
groups, as well as state, national, and regional centers. 

 
 
 



 

B.    Financial and Fundraising 

1. Writes grant requests and meets the financial and programmatic reporting requirements  of 
all grants, including federal state and non-governmental. 

2. Assures an effective fund development plan, to include grants, fund-raising efforts, and 
other sources of income, in partnership with the Board of Directors.  

3. Manages the development and oversight of the annual budget process in collaboration with 
board, staff, and - bookkeeper. 

4. Ensures that HHCAC operates within budget guidelines.   

5. Provides counsel on the agency’s finances to the Board of Directors. 
 

C. Program Development Responsibilities 

1. Works closely with the staff to fulfill the goals of HHCAC. 
2. Creates, implements, and manages the personnel evaluation process. 
3. Ensures legal and ethical compliance with all local, state and federal laws and regulations 

with hiring, terminating and performance management protocols. 

4. Provides leadership in developing program and organizational plans with the Board of 
Directors and staff of HHCAC.  

5. Oversees the implementation of accepted program plans and strategies. 

6. Oversees the coordination of a multidisciplinary team approach to child abuse 
investigations, while maintaining positive relationships with the MDT leadership. 

 
D.   Community and Public Relations Responsibilities 

1. Responsible for representing the Center's purpose, goals and programs including but not 
limited to public presentations, educational programs, prevention programs, community 
networking, media communications, and networking with other child advocacy centers.   

2. Serves as the Center's representative, liaison, and advocate for child abuse professionals, 
the business community, educational institutions, the non-profit sector, human services 
organizations, service organizations, local and state governments (both legislative and 
judicial), and the medical community, among others.   

3. Participates on behalf of the HHCAC in coalitions that address child safety and building 
strong families. 

4. Develops and maintains relationships with major donors and leaders of government 
funding agencies, foundations, and other donor groups.  

5. Manages development and distribution of all printed and electronic materials including, but 
not limited to, newsletters, brochures, annual report, e-newsletters, HHCAC website, and 
social media.   

6. Establishes and maintains relationships with key partners, and organizations throughout 
Hancock & Pearl River Counties, utilizing them to to strategically expand the awareness of 
Hope Haven service areas and the issue of abuse.       

 

COMPENSATION: Will be commensurate with experience. 
APPLICATION DEADLINE: November 15, 2019    Posting:  November 1, 2019 
 

TO APPLY: Email cover letter and resume nwilliams@hopehavencac.org.  More information at 
www.hopehavencac.org.  HHCAC is an equal opportunity employer and seeks qualified candidates 
regardless of race, color, religion, sex, national origin, disability and/or age.  


