Areas of Responsibility for the Executive Director Worksheet
· Planning – The director must work with the board to develop a shared vision for the future of the organization, build understanding around the current mission and develop appropriate and realistic goals and strategies to advance the mission.
· Administration – The director works with the staff to develop, maintain and effectively utilize systems and resources that facilitate the effective operation of the organization.  This includes effective budgeting and management of financial resources.
· Program Leadership – The director leads the staff in developing and managing the programs and services offered by the organization.  This may include personal involvement in the leadership of certain programs.
· Financial Development – The director, in partnership with the board and appropriate staff, is responsible for developing and implementing appropriate strategies for fund raising and resource development.  This includes personally asking potential donors for gifts.
· Personnel Management – The director is the chief of staff, responsible for overseeing the hiring, supervision and evaluation of all staff.  This includes director supervision of key staff and indirect supervision of other staff.
· Church and Community Relations – The director is responsible for building and maintaining positive relationships with synods, congregations, and other in the community who are important to the mission of the organization.
· Board & Committee Relations – the director is responsible for building and maintaining positive working relationships with board and committee members.
Have each member of the board and/or search committee rank the above items in order of priority (from a high of 1 to a low of 7). Tally the group results.  Job responsibilities with the lowest overall totals should be given highest priority.  Write a job description that reflects these priorities.[image: image1.png]



