
Hospitality House  
Executive Director Job Description  

 
The Executive Director is the key management leader of Hospitality House. The Executive Director is responsible 
for overseeing the administration, operations, programs and strategic plan of the organization. Other key duties 
include fundraising, marketing, and community outreach.  
 
Hospitality House's Executive Director will be a proven leader with a history of success, a strategic thinker, an 
excellent communicator and a strong collaborator. The Executive Director must have great people skills and be 
comfortable interacting with diverse populations; a passion for Hospitality House's mission is essential.  Whether 
the freezer breaks, a delivery is late or a donor doesn't renew a gift, the Executive Director must be able to 
handle a variety of different situations with thoughtfulness, flexibility, empathy and resilience.  
 
Specific skills needed include:  

 Bachelor’s Degree or comparable experience  

 3+ years of nonprofit experience 

 Strong listening, public speaking and writing skills  

 Solid, hands-on, budget management skills, including budget preparation, analysis, decision-making and 
reporting 

 Experience in program development and oversight  

 Knowledge of fundraising strategies and donor relations unique to nonprofit sector 

 Strong organizational abilities including planning, delegating and task facilitation 

 Ability to convey a vision of Hospitality House's strategic future to staff, board, volunteers and donors 

 Skills to collaborate with and motivate staff, members of the Board of Directors and other volunteers 

 Ability to interface and engage diverse volunteer and donor groups 

 Demonstrated ability to oversee and collaborate with staff 

 Experience motivating and appreciating volunteers  

 Demonstrated ability to lead and foster teamwork among groups of people  

 Proficiency in: desktop document processing for production of standard/non-standard reports, contracts 
and presentations, spreadsheets/database applications to manage data, create reports and develop 
formats and the ability to learn and support organization-specific software  

 Ability to provide basic management of PCs and other local network and online systems and work with 
IT support 

 
General Responsibilities  
Leadership and Board Oversight  

 Lead Hospitality House in a manner that supports and guides the organization’s mission as defined by 
the Board of Directors. 

 Communicate effectively with the Board, providing, timely and accurately, all information necessary for 
the Board to function properly and to make informed decisions. 

 Maintain working knowledge of hunger and food equity issues as well as local social services and 
resources  

 Lead staff, donors and volunteers to further the work of Hospitality House and meet shared objectives 
 
Fund Development 

 Develop and execute annual fund development plan to ensure that the organization has the funds to 
meet its goals  



 Identify, cultivate and solicit new individual donors and maintain a strong stewardship program for 
existing donors  

 Identify and secure foundation, corporate, government, and in-kind support  
 
Operations 

 Oversee the hiring, performance and retention of competent, qualified staff. 

 Help recruit new volunteers and retain existing volunteers  

 Maintain a strong, positive and professional working environment that attracts and retains qualified 
staff and volunteers  

 Ensure overall facility maintenance and risk management  
 
Community Resource Management  

 Responsible for the enhancement of Hospitality House’s image by being active and visible in the 
community and by establishing and maintaining strong relationships with other professional, civic and 
private organizations 

 Identify and develop strategic partnerships for programs and funding  
 
Financial Oversight  

 Oversee the creation of the annual operating budget, with input from Board and staff 

 Manage revenues and expenses to meet budget targets  

 Assure compliance with controls and regulations  
 
 
Job Responsibilities: 

 Establishing employment and administrative policies and procedures for all functions and for the day-to-
day operation of Hospitality House. 

 Serving as Hospitality House’s primary spokesperson to the organization’s clients, volunteers, staff, the 
media and the general public. 

 Establishing and maintaining relationships with various organizations, utilize those relationships to 
strategically enhance Hospitality House’s mission. 

 Reporting to and working closely with the Board of Directors to seek their involvement in policy 
decisions, fundraising and to increase the overall visibility of Hospitality House. 

 Serving as lead ambassador and primary fundraiser, working with the Board of Directors to identify and 
cultivate corporate, individual and foundation support for Hospitality House’s programs and services. 

 Researching and preparing grant proposals and other funding applications. 

 Maintaining a donor base for both monetary and non-monetary resources. 

 Maintaining a donor tracking system. 

 Working with the Board of Directors in planning and executing fundraising events and activities. 

 Supervising, collaborating with Hospitality House's staff and volunteers. 

 Strategic planning and implementation. 

 Overseeing marketing and other communications efforts. 

 Reviewing and recommending contracts for services. 

 Other duties as assigned by the Board of Directors. 


